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Th« Vofuftt^ Program 0iv9iopm$nt Guide \\ iddr^sMd 
tot><frople who Jl-c lonNiiierinjp ihe cJcvclopmenl of 4 voK 
untoer progran) in <igencie\ that proVi^e prrvcntion; 

virwtrnem. and i^h^bilitation wrvic«|t fh the f ield of a<co 
W abuse and alcoholi^^m. I Ht gukJeVnitlinci specific * 
stops for piannintiand implcnmntinii a volurucer pxo- 
%xm\ ulili/idK individual volunteers to extend and com 

^ 'j>|«ment siaft services. 

Voluntoer program development i«^a sequential process. 
The organi/aiion of this guide parallels the phases «nd 
^ jittpi fdentif led in the diagram on the opposite page. 
A dcicrlption of the essentiaf charactcfisiics of an cffec^ 
Uvt volunteer program ptccede's the sections desciibing 
.th« development' steps, ^ 

The information in the guifle is addressed to the agency 
In which no volunteer program exiys, but It will also be « 
helpful \o ar^yone already m|ir^ag;ing a volunteer program 
who wj|nts either to improve or reevaluate cirablished 
program serviceii. , ^ 

"A$ wij^oUoned above ihe guide focuses on developing a 
protram for individgil volunteers who>^gment pdid 
„ lUff by |»rforming itegutar siiwcinc tasks that extend . 
and f nrlcfc services tj[> clients:* (Th^ terms "volunteer" 
Vxl/'ynpaid sUff ' ire used •interchangeably throughout 
the gw^de.) This fdlclis dt)es not exclude the utIIUalloh 
of Qlf^r categories of volunteer service: ' 



^Ofiiuifuif ciin be inurchang^abiy with "clier\t" by thos« 
In neA^Wt-^of Involvtd Im^rfci alcoholltm lervlce trtatmtnt, 



• direct service group voluntven who are mem' 
bcrs ota church group, clvl^ group, or service 
clut) and who participate either occasionally or 
.frequently as members of that group In per- 
forming such sei^lces as arranging enteruin- * 
ments, repairihgor redecorating the facility, 
or operating a canli^; 

• ^special sffvlce voluilleen who offewa particular 

iklirtd client^ (barber or beautician, clergy, 

• teacher) or to both clients and suff (lawyer, 
accountant) or to sUff (pubjic relations special- 
ist); or 

e donqrt who make cash or In-kind Contributions 
' such |>.food,clothjng^ or merchandise. 



The program developeci by the process deUlled in t^ie 
guide provides a framework in which to manage all vol- 
unteer services systematically. \ 

It is aisumed that ^cm who use the gul<|e will have^ 
knowledge of the basic principles of planing, admirals-' 
tratlon« 4nd supervision, and that fhosi principles have 
been applied to the operation of t^ agency In which 
the volunteer program will be lnte|Nitek. ' 

The ggldeJs not an e)(haustlve treatment of voluntider 
program develofNhent, nor Is ^ery point that is Incited 
applicable to every agehcy* 

Issues and philosophies relating to volunteerlsm and 
volunteer programs are not djs(;ussed In the guide but 
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«rt «ddrt'ib«d4n k I'^ay train Ingproirim, **iJlln| Vol< 
untMrs In Your AftnciV: Plannlni, lmplfm«ntlni ami 
Malnulnli[)j|a VcAuntMr Profram/' which ac'compinlei 
and ui^plwnants the |ukk. Tha tralnlni profrarn Is 
<l4iii|n«d to aiilst particlpanti In maklni Initial plant 
for voluntat r programi adapted to the afenctei they 
repreient. 

The guide identltlei the eiaentlal characterlitici of an 
effective volunte«r program and ujgge«ti wayi t6 plan 



and operate a program thai manlfeits thoie charact•^ 
lutici. The purpose of the guide Is to help ager^y per- 
sonnel develo^a volunteer pro-am that creates and 
supports •ptimum roles for paid and unpaid staff in a - . 
productive pg^tnenhlp for the benefit of clients. 
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tpit )Uer4(urfl deicritflng uiccestful volunlMr programs " 
ihowS striking con\hc«ncy in thd factors identified as 
essential to their success^ Regardless of the type or pur> 
p6se of the agency (religious, politicalp educational, 
health or social services, dvic), }here is general agree- i 
iment that certain principles nriust be applied in planning 
and operating a volunteer progranrf. 

These eilentlal principles are reflected in the sequence of 
steps suggested in this ^idt and \g\ the various^activlties 
and procedures relating to the conr)pletion of each step. 
Each prin(;iple and Its implications are disctisse^l in this* 
section. 

Principles of an Effective 
Volunteer Program . 

We're All for It ^ 

Th« agency Is committed to the idea of a volunteer pro- 
frairt. Commftment to the idea must go beyond a verbal 
or eveh written statement regarding the value of volun- 
teer contributions; it must b« translated into action. The 
agency's policymaking body myst not only give Its for- 
mal approve of the project, ^but it must afso establish 
policies to guide planning and implementatk>n. It must 
provide sufficient budget and staff time to support plan^ 
ning, recruitment, training, and relatM activities. Fur 
ther, i| must Investigate and fulfill the legal obligations 
associated with a volunteer program. 



Th^ administrator must select a person with appropriate 
qualifications to coordinate the program and must facll^- 
Ute the coordinator's task by delegating proper author- , 
ity and securing the cooperation and participation of 
key sUff . Paid^suff must participate In ail phases of the 
volunteer program and welcome the unpaid staff as part 
o^the team. 



Don't Face It AUbne 



f 



More than one pmon's time and Ideas are needed to 
pign an4 im|>lement a volunteer prorim. As sOohlis 
the declsk)n has been made to explore the Idea of a vol* 
unteer prograr^, a planning committee or usk force 
should be formed. Membej^ should represitntthe board, 
admlhiitratlon, the st^ff, the community; perhaps^or- * 
mer clients, and any other group that will be affected by 
the volunteeAprogrwn* The purpose of the coinfnittee 
is to detercnine the feaelbillty of a volunteer program 
and to build commitment of ajency wid staff to the idea 
of a volunteer program. * 

Once the general determination has been^fnade that a 
volunteer propam Is daslrabie and^easible, a volunteer 

.coordinator can be recruited^ and with the planning 
committee's assisunce, can direct the formulatbn of 
program plans^ t^dgft allocations, and related tasks< 
When the pro|ram is In operation, the committee Ithould 
contlnu^|6 functton iri an advisory capKity, with addk 

' tional mirobArs drawn from amoog the volunteers and 
perhaps Including recovering clients if thex are not^p- 
resented aifeady.. 
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Start Small 

The initial proiprain ihvuld b« 4 plldi fKogTam. Ivcn wiih 
OKteiiMVe, larctuliiUiininK afu) prepjfahon, the uj)c\ 
pected usually im.cu(s when a piotirjm is implenH^iuctl * 
rh«rctortf, the \Ut ot Iho fir^t 4(oup i>t volunteers to t)i; 
retriittrd ami tiaincil thoukJ be ouhIom. thi\ tir^t ^to\j\), 
and plannlnH (im i!. sluHiUl b« xorKetvt^il as >r pilot 
prugr4m. 

# 

Th4» %ye ol the diteruy will delciminr thp m/c of the f 
pilot pio^f am. In a iar^ti^ axcncy. a prvMr<*ni may tn^ tm- 
ph^mentetl in an onlirr (icpartmcnt of unit the pro 
Uram nuy pr/torm one tuntlion through all imils. 
although the iattci aitangenient MKrea%os the arnount ot 
tommunicMlion neeess,iA to keep %latt in formed .md 
prepared to work with the new volunteers In a snull 
Agertcy. the pilot piogramjnav comprrn' only one or two 
volunteers. 

Initial utill/4tion of volunteers m a pilot program i\ 
somewhat like a ^hakciiown cruise of a new ship U^s a 
chance 16 try out planru\l procedures and uncover and 
correct any problems before they affect larger numbers 
of volunteers 

fhc length of the pilot piogtain will-vary from prv)Kram 
to plograni as well I ogiv .illy. it should cKtend Ibrpugh 
« complete cycle of events, from recruitment, i^ricrlta 
tion, and training through assignment over a period of 
approximately 6 to 9 months. Six months should be 
Hifficient time for the volunteer to get to know the staft ^ 
ar\d clients and to feel com for tabkvin performing his or 
h«r job. It will allow time for the sUff to gel to know 
the volunteer and will be long enough to see some evi- 
dence of whether or not the program is having its in- * 
tended effect. ^ 

Walk, Dofi't Run 

Sufficient time must be allotted for planning before the 
first voKinteer Is recruited. Time is necessary to study 
the effect of the volunteer program on alt aspects of 
agency services. Board merTit)ers, staff members, and 
community repren^ ntatives need lime to contribute 
ideas about where V>tuntecrs arc needed ^ost, what 
they can do to meet those needs best, what skills are 
needed to partorm particular Uiks, how the agency 
should organize to support the volunteer program, what 
resources are available in the ct)rYimunily and elsewhere 
10 help, and what problems to anticipate and ways ro 
jivoid or minimi/y them. « • 

Time is ncet^jjd to specify feasible objectives fo^ the 
prograriK to develop pri)cedures, establis^schedules. 
inli prepare materials for recruitment, orientation and c 
trainipg, sutvrvKioi^. ovaluatiorv, and recognition, linie * 
Is necHJed to prepare paid staff for what they can expect 



from Volunteers and wfMt voluntceis will expect from 



ihtrm. " , ^ 

It^notLf ittll Whcc 



I ■ 



The volunteer program it an Integral part of the total 
agency program, Ihe sanii* i.ire .iml altentlon to,det,iiI 
should Ih' devoii'djo the volunteer program as Woul^l be 
devoted to any a>;i'rKv pio^trAm Initialing any progiarii 
develot>nUMil m)uiu s hoiu'sl .irut thonuigh .insvvers to 
these i|ue%t(ons ^ 

• Whv was Ifiis ,^1'rKv ».reated? What ari' we try 
' ing to do ' 

• lluw aru' we niK,ml/ed' Wtiat services do we 
, pOfloim It > hol|) us hii've oui purpoM's^ 

• I low ai I- we doln^'' 

• J>»» we ined lo do siMneihrng iir a differeni 

way ' \f€ sonii' new programs neoded? Should, 
we slop doin^^Nome things? 

• Whai are some ,^liern.Uive ways we *.ould go 
ahoui irnf)rovin^ our progMin' 

• Is a volufilcei progiam om'^altei native:' M so," 
what is the volunteer program expetted to do? 
■Vre lis goals ionMsii'ni»*with oviTall agency 
needs' 

w • - • 

• It we start a volunteer prii^iam, how will it a( 
lett otht»r\tgencv programs (n terms of budget, 
allocation of stati time^ space, reassignment of 
tasks, and so lorth ' 



TheyVe on the Team 

The volunteer is an integral part of^iotal agency staff. If 

this pririciple is to be honored in practice, the saWor 
similar policies lor hirmg. assignmcDt, supervision, and 
evalutilion of paid staff should be/stabi'^ed And marp 
lainc^fer unpaid staff. Paid and unpaid staff opinions 
and s^goslions should be received with equal respect. 
Inservicc training programs should be provided for all 
staff, paid and unpaid. Policy regarding reimbursement 
of job-related expenses 1$ the same. If a volunteer is as- 
signed a task previously performed by a paid staff mem- 
ber, a new job description nccdtiot ba written. 

Another hnplication of this principle is that volunteer ' 
prucedO^es, lorms, r'etords, and Other program aspects * 
should be the same as those for paid staff. A whole new. 



management sy<;Tem -fcr th^' voluntet^r program should 
not l>e crealei*. Inst/ad, what ifready^existsshould be 
modified, only as ni^essary/lo integrate the volunteer 
smootjily into iHc program. 

It's a Two-Way StretM ' — ^ 

Volunteer incentt n 's ^ ^MC critical to program success. 

VoluntrtJrs, bV delmition. are unt)aid workers. |oh satis 



ffAXiorw oihrfr than m^^wv |her«foip a^iunio prlnuiy (nv 
Piutince. Iridiiionil Torm% of ftftt ignition NuCh 4\ 
iWirii> for length of wivice^ innuul itinnci*. jud leitifi 
c#t*i iut m)l ^uflkiwi by 'tlMrrnneivci. A wrtl tilanncd, r 
onguln/^r9cognii|(on piiigrim aflo mc)uikr%.4 uty^ of 
olhqr m«4ujrei such 41 indivkiuil cohfefetKes, voluntoef * 
lnvr»tv«ment In planning, ci«ilii for '^^euions u««d, and 
auignmant to a job that ne^d% to br diu^r 

A pMrpc motivator of ihAolunli^di is the qu.i|liy of the 
volunteer program itH»lf it« jtVuctlvencsi and it» thai ' 
knge. Volunteer incentive range from ipccifk mode> of 
formal recognition to byproduCt^ of good program man- 
agement to informal penonal motivatori which are dU 
culled in Kctlon IV. In $hoft, each volunteei must be 
treated as a unique Individual who i% making a significant 
a>ntrlbutlon to the work ^f. the agency. 

Tak^ Time to Take Stock /* 

^^l^itiNing and evaluation are eiteriiul /valuation is the 
proce%%^t>1\olloh|ni and anal^ying il^|vi^pltlon to an 
swer qge^ifhs ^out how a ^rogra4» is^crating and 
what effect U is haffn^/ A>|vi^,any\>t>)«r^^rogr^n, ^ 

, evaluation of a voluMcirr program bt^glft^ When planning 
begins and continues thioughpul ihf pr«igram's existcnc<j. 

• ♦ ♦ p ^ C ; * ' 

The VoJuntltr Program Development Gukie preji;6nts in . 
some detail a systematic and comprehensive pfogram 
'planning process based on the principle^ described 
above. T|fe Compre()ensivcn$i$ of the guidA ^ntent 
and treatment may imply Its orienution to a large, mul • ^ 



(ifaceted alcoholism treatment agency. The guide is In- 
tehded, however, al a prototype or ^Ideal'' model fm 
^rVclophient of any Volunteer program. Although each 
of iho panning iteps should be addressed or acKnowl- 
edgfidlty the agency, the s<:ope and rac^ge of each agen- 
cy Vplahnitig activities, study, and program design will^ 
depend entlr^oly on;Us needs, liiep type, and structure. * 
The gujj^e is to be considered only as a guide to individ- 
ual agency planning; planning step Ktlvttles should arfff*^ 
mu>t b^ modified to be relevant and appK>pr{aie to the 
Indlv^ual agency. ^ 
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SECTION II 



ixploration 




Thii Mction describes the steps in,6 tasks necessary to 
(ietermine the feasibility of design in j and thipIllfllAtJnt 
a pilot volunteer program. The objectives 6f thi» phase 
ire the collection of data to help ascertain which needs 
of agency adnMnistration, %uff, and clients af;e appropri* 
ate for volunteers to meet, the determination of 
both the existing and potential levels of ^commitmentlto 
the utlM/ation of voKinteers by ag^cy administration 
and staff. An Importar^t byproduct of many of these 
steps, tasks, and activities will be increased stiff and ad- 
ministrative commitment to the use of volunteers- . 
commitment essential to the success of a volunteer 
program. ' ^ 

.EkpToration pKaSc steps will also permit a planning comr 
mtttee*sC|jn^deration and evaluation of all informalion 
c^ecti^d within thct framework oif defined agency goals 
and objectives to ensure thai the planned volunteer pro* 
gram is consi^ent with and becomes an integral part of 
existing agency structure. Analysis of that information 
will allow the planning committee to develop a realistic 
and achievable pilot volunteer program iKpposal, or aU 
temative plans qf actk>n» for submission to the board 
directon or other policy-making body for its decision. 

The sequence of steps for exploring the feasibility of 
planning a pilot voiunteer program is diagramed on the 
next page. ^ 



^ggest Volunteer Program ^ 

Tfi^ initial suggestion to explore the possible use of vol- 
unteers by an agency may be made by anyone: adminis' 
trator, board member, staff, client, or a member of the. 

Community.*^ * ^ 

Whoever suggests the use of volunteers should meet jnr 
formHly with administratbn and staff, both to deter> 
mind their, level of interest and to identify those who 
m^iy want to participate further in the planning process. 
Thoie surveyed, depending on their previous experience 
with volunteers, may initially have to be made aware of 
the advantages of using volunteers and their positive im- 
pact on clients. 

Results oflhat Interest survey, if conducted by spmeone 
other than the acTministrator, can be presented to "the 
chl.ef administratopeither informally or in a brief state- 
ment Incorporating the advantages of volunteers In terms 
of enriched services. These include an^ improved agency- 
fommunlty relationship; a broader base of understand' 
ing of alcoholism as an illness; the development of In- 
formed advocates for alcoholic clients and the ^jncy. 
The proposal might recommend exploring the feasibility 
of volunteer utilization by \hi agency and include a list 
.of agency staff and supervisors wh6s6 level of interest 
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ri4k<^ thvm iAtitlUUUH for n)mih«r\hif> on a plan 
ning colbimtttec U^ \\iX9m4XUA\\\ cKplore ihr leaiibitUy 
of.itnil/ved fot a volunteer progrum. 



Appoint Planninjf Committee 

Of^o it i» ((•Lklod to proce«|i with a teasibility %tudv. 
th« bdurd ot dirOitor% iif the 4dviini»tr4tiK \hiH^ld 
pi)ini a pUnnin^tommittoc (f1«mbtfr$hip >hoMld r^n- 
wnt 4ll group) fn Uio 4g«ncy to cn^AJrt that all interests 
are consklorod throuyfitliit lh« planning pruco 

PUnnlr^ committee membership sttould invlude agency 
''d«cl%ii>nmaker« and board memberv including the chiof 
admfniuralor, Wiihobi ihrir tnvolvement and leaders^iip 
duiing the I'xploratlon and design phaso), any proposed 
volunteer program will haVe little chance tor sutcesv 
SiHYcrvisivy and line stall aUo shmild be represented ivi 
the committee. Lttorts\) achieve total staff involvement 
ariU suppofi through cor^sidcralion ot their needs and*** 
ideas ntust begin at the earliest \tag<fi (x^ ^(ogram plan 
ning and continue throughout the ageruy's use of voP 
unteers. A range ot statf orientation and training activi- ^ 
tle»^ is outlined in action IV. ^ 

Community representation shiHjId include one or two 
members from agencies that already opetato viJTtJis^gil^ 
programs. Much can be gained from the sharing of ideas, 
different approaches and the mistaken of others in vol- 
unteer program development. Irrsome cases it may be 
appropriate to include tormer c)ient> on the committee 
B^Bcause theii^ interests and needs are those to which all 
planning is addresvd. I he plarniing group is not a "blue- 
ribbon panef '^ut a working committee, and it should 
conlinucu» function In an advis^^ry capacity afwr the 
expljUatfon and design ohaws of prdt^rarp development. 
Deperuiing on the.^/e of the agency, the planning com- 
mittee can range in si/e from 4 lo 10 rycnibers. 

The planning cofnpiittce has two functions: to collect 
data on which to base v>und recornmendations on the 
feasibility of implementilSg a volunteer program and, , 
equally as important to (he success of*its work, to de- 
velop and maintain agency commitment to the utilisa- 
tion of volimteors as an outgrowth of its own increasing 
iomiiiitment to and supptirt of the id^a. Securing the 
ci» mm U m e nit s upport, a n d l e aU ei ship uf admloKt ratton ' 
and staff will be of continuing concern to the planning 
Committee throughout the agencyS use of a volunteer 
program. * 



Define Agency Goals 

Essentlai to the principle that the successful volunteer 
)>rogram is an integral part of the total agency program is 



that both thi goals and obiectives ot the volunteer pro* 
gram and the |obs the volunteegi^^ recruited to do are 
consistent with the agencyS overall progrart) goals and 
obiectives. fo achiete that consisterKy, theplann|ng 
^onmiittee. m a 2 to 4 huui work Mulun, C4ii reexamine^ 
the agencyS pitTWnt program goals and obiectives In i>r ^ 
der to 

• ensure t^at jill rnemberi ot the planning com- 
mittee have a shnilar understanding of the prih 
griimS philosojjiy and goals; • 

• provide the corTimlttee wdh a framework in 
which to elicit and incorporate unmet admln^ 
istrative, client, and staff needs; and ^ ^ 

• eiiable members to articulate and write volun^ 
teer program goals and obiectives that are con- 
sistent with ovefall agency goals. 

Collect Data 

1 his step of the exploration phase Involves the^ollec 
tion ot three kinds of data essential to makirig pilot 
program decisions: fiteraturo on the varieties and ef^ec. 
tiveness of volunteer programs; identification of and 
/amiliari/atioR with local community volunteer pro- 
grams; and Identiflcatioriof neCifs of the agency's ad 
ministration, staff, and cfli^ls. 

The planning committoo*! search of the literature on vol- 
. unlecr^programvand volunteerisni and familiarization 

f\ communjty resources should begin as early as povsi* 
in the exploration phase. Its members will need 
**hard" information on volunteer effectiveness Ho begin ' 
^ to orient administration, staff, and clients as ft meets 
with them individually and in small groups to explore 
and deal with their varying attitudes and to identify 
their unmet needs. 

The datAcollectfon step can be completed in 1 to 3 
months. , ■ 

Collect Literature and Program Information 

Planning committee members should collect as much in^ 
formation as possible on the'positlve Impact of votun^ 

tCCrs. the h^tory of unliintwi^ricm vnliintni^r rrili>4 Jt(\A — 

' activities, descrlp^ons of volunteer programs of all types, 
volunteer-staff n^Sitionships, legal and Insurance require- 
ments for volunteer programs, and pertinent confiden- ' 
tiality and Federal Income tax regulations. 

References listed at the end of each section of the guide 
apd resources in section V will serve as a starting point 
for this information search. Some of the important Is- 
sues relating to the legal aspects of volunteer service In* 
surance requirements and oth^r regulations are detailed 
later in this sectlbn. 
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identify Comrminlty ftoiOMrcti 

• • ; • " ^ 

In j^ltlon to |ha llttrauirf mroh, tht plvtnlni com* * 
mlttM lhoykl1<l•ntl^ and tiubllih llalion bo^ with 
cofiununlty j^piKki liUnf vi^untMri And «atAdet arid 
orpnllailoni that may b$ ponntkt lourcti of volun* 
t9ffi Commlttff mtmb^n ca/f Khtdulf vlilti to m$n- 
cki optratlni volunteer. pro|rimi-^t local chapter or 
tht American Rad Ooii» Sun t»(^luli| lo^al mental 

meclattoni, the Junk>r Lta|ue^ and the American . 
Cance(>^kty, for eiumple. 

Other (tpi* of aiilitlnce are available. Soma cdmmun- 
Itlei liM cenfral volunteer tMjreiui that car\ provide ai* 
ilitancf with recruiting, selection, and training fimctlonft. 
In loma communltlei, volMiUeer coordinator* meet regii' 
Uriy to exchanft experlencelf; attendance at thoM meet* 
ingi by one or more committee memben would be' help* 
for, Regional or Sute offices of national volunteer ^ 
information bureaus or claarlnghouses will be able to 
prdvlde atilstance. (See section V for names and ad> 
> drems.) Informatbn and assistance maV also be available 
from other State or local alcohol program offlcei 

Addition^ sources for potential assdunce and volunteer 
reaultmehVare local coNjpv^^ or commun- 

ity collepi Contact canlnltlally be/nade with i^hools^ 
public Information or public relations offices. For fu^ 
thcr discussion of community afoncles gs sources of po- 
tential volunteers, see Recrultmant In section III. 

Identify Administration, Staff, and Client Needs 

^th documenutton of the agoncy'i goals and obiectlve» 
In hanji for referenca and guidance and with supportive 
data on volunteer uie and effoctlveness, the planning • ^ 
committee can begin to survey admlnlstratlort, staff* and 
clients for needs that aie not baing met by axisting pro- 
grams and servlcal ^ ^ 

In Initial communications with staff and administrators, 
the planning committee will recOgnlie and should be 
prapared to deal with several common attitudes about 
voluntears based on a numt>er of mlscon<!eptton's and * 
lack of Information about the positive Impact of volun- 
teers on client service. Those attitudes are expressed as 
voical opposition to volunteers; superficial, "llp-servlce'* 
support of volunteers; and the ovarenthuslutic belief 



that volunteers can do anytntng, witliout training or 
agency support. ^ 

If'there Is opposltloiKo the use of volunteen, the fol- 
lowing measUrermay be used to orient agency staff be- 
fore and concgftntly with the dat^Ccol lection tasks 
outlined iboiipl^ f 

a Pr<>vld^data on the Impact of volunteers in al* . 
cdl^ol treatmant agencies and othar types of 
programs, and positive endorsements of the use 
of volunteer^ by^ State alcohol agenf les or other 
State or Federal programs. 



• Encourage staff v|ilts to volunteer programs li ^ 
tha Iraa oeset up appointment for visits from * 
supervisors, staff, or volunteers from those 
, agencies. * J 

I Encourage participation In confarances, work- 
shops, and seminars on volunteir manag0ment 
to establish staff ^tact with professionals ' 
who are enthi^astlc ebput the use of volun* * 
teeis as program enrkhers. 

a Ensure staff Involvement and ^tlclpatkm In 
all volunteer program planning,' In needs Ident^ 
flcatlor^d^ )ob development exercises. 

With those who are sJpemclaliy supportive or overen* 
thuslastic about \^lunteers, the lob of the planning com- 
mittee Is not to "sell" the volunteer program but 
to JiHjIld awareness of the specific kinds of Involvement 
and <^(lslons that will be required of administra- 
tion and suff If the proposed volunteer program Is to be 
even moderately succeuful. Administrators will havl to 
make specific policy, program, and personrhl decisions ' 
as they rejate to the use of volunteers; staff ffH^bp re- 
quired to make specific supervisory judgments and assist 
* In varying waf s with the development of v^unteer job 
descriptions, recruitTng, screening, orientation, training, . 
"and Ovaluatbh. 

Admlnlttrat^e IMeeds^ Informal converWUons with the 
agency administrator |nd board members In the context 
of exploring the agency's potential utilization of volun^ 
tears may elicit areas of administrative need that could 
be mef by volunteers. j\dmlnlstrators and board members 
may be thinking in terms of fgndralsing, public relations^ 
committee work, legal aislstance, business operatbns, 
accounting, or In' terms of improving and extending iMe . v; 
capabilities of the board Itself, 

Volunteere can be recruited fo serve as board members 
' to enhance the board's responsiveness and eff«ctlveneu 
In specific areas of policymaking as well as be recruited 
to meet special administrative needs such as legal com/i- 
seling or accounting. Literature detailing the effective- ^ 
neu of volunteers as members of policy-making boards 
and In administrative functions are listed In sectbn V. 
Administrative needs can be evaluated In relation to 
staff and client needs In the development of pilot pro- 
g r am vo lunt ee r funtt i ui i s! " 



Staff Needs, Staff will be thinking In terms of there- 
sponslbllltles for which they have trouble finding time , 
and In terms of additional services they would like tp 
Implement to enrich agency programi 

Identification of suff needs can be accomplished In a 
number of way s depending on the size and structure pf 
the agency-from Indivktual private conversAtk>ns to 
small group **rap" sessions of from 5 to lOsuff members.* 

In these rap sessions, the planning committee can guide 
itMff through fl^ procedure diat will produce potential ' 



vulunlf«r lotH from lUf f ntfdi b4md on dm 'AnAly%it ot 
ttitk own |ob «ctlvltif I. Ont uioh strategy U th$ *'|i>b| 
^^iwt*rt doing*' «nd **|obi w«'f%not doing" procedure 
,1 . linb ftUff m«mbtr lUu all o( th« |ob m li vitUt 
^v' p«rform«d In th« Itit 5 d4ys, prtftrabty in iht or^ 
:\ dtr of thtir fy^qutrKV Stiff may liftt up to 4^ ur 
^ 10 $p«clfic it«mt tuth ai ahtw^rlng (ht phon^, 
t> , driving Clltntl^tO ho«|>lUli, arrtnglng cM«nt ap ^ 
polntmenti in oth«r ag«nci«», and ^JP^Thv vi%iti. 

lach lUft mtmtMr ih«n liui ail ol tht |ob% N ^ 
thM^ixild like to do tor clienti lervict s for Jt^idH 
IhOTt U rartlf or ntv«r •miugh tim«« 



3. % 



Activitidi on each of the llitt are potential |obt for 
voluntMrt. 

DiKuueach listed acuvity with the sutt to deter- 
mine whether or ndt 
e the fob hat genuine significance; 
e the job enriches or Improves lerviQe to the client; 
* * e having * volunteer do the iob wouli^ relieve 
staff of nonprofessional or lower priority but 
necessary duties; 
e the activity woUtd augment professional level 
services; 

• the |ob is appronriate fur volunteers to perform; 
^ the lotf^uld be utlsfy ing to a volunteer ; and 

• »taf f would like to consider ha vlng% volunteer 
do the lolf 

F rbm thf resultant I 

volunteer )obs» the planing committee can begin to 
make some initial determinations abtHit the scope and 
focus of the pilot volunteer program (n terms of agency 
goals, obiectives, ind priorities in preparatk>n for assess- 
ing potential fobs in relationship ^o client needs. 

aient Nevdi. Clients will be tNnklng in terms of Ending 
r or changing |obs^ finding homes, Vranging for family 
\^ needs, bea>ming involved In social or recreational acti- 
vities, acqulrlhg suitable cloiMjto. ^nd getting financial 
assistance. * ♦ 



1st ot staff needs that arcp^ntial 



Because cllent^eeds art the basis for all program plan- 
ning ancj services, it is important to devefop strategies 
for determining whether any of these needs are not be- 
Ing met One IMCh strategy migh t be to submit the list 



n)ents,<an be evaluated by fffi^ planning committee in 
relatA>n to staff ne«fds. One or two (dT more) copimon 
need) can be selected jor the pilot volunteer program. 

NMde OvfrUp Analytls In the Hetplng Pr^tm 

Ivan M. Stheler of ^he NatkMul Informftioh Center on " 
, Volunteerism has developed a method called ^f^ds 
Overlap Analysis in the ^(elp^ng Process*' (NOAH) to ar* 
rive fl a conwHMii of (hh*# tor developing volunteer 
iob> * A people oritiUed. ralher^han a iob oflenlcd* pi 
proach, seeks areai ot ove/lap in^he needs 6f all 

three groups^ui^ people involved in the>olunteer pro^ 
gram \t2ff, client^, and volunteerv It is a coiiimunk*a&. 
tions process involving negotiation aitmng all three fi^ 
groups within the specific re^i^lities of client and staff 
need\ and voluntedt needs and abilities. 

The nonoverlap areas, parked with an X, represent staff 
ideas for volunteer |obs that volunteers don't want to 
do, jobs volunteers want to do that staff^<fbnsider ipap- 
propriate, and cUcnt needs for services that neither staff 
nor volunteers consider appropriate! The shaded area 
represents common needs and ideas of all three groups 
and ore those from which volunteer {ohs are created. 




tt|cause^ this is a recently developed strategy that has 
biin successfully employed in only a relatively small 
rwmber and variety of agency settings, it Is recommendcd^ 
that the specifics of the process be moce fully explored 
b<ffore using it in an alcohol treatment agency. The pror 
cess should be facilitated by an Individual highly skilled 
and experienced in group prcKcss. 

for information on acquiring publications describing the 
NOAM process, see section V. * 

E)Cj|hin^ Legal Responsibilities 



of staff needs that are potential volunteer jobs to recov- 
erlng or graduate clients, Indivkiually or in small groups, 
fbr tt>elr r^tk)hs and comments on the value to them 
of the varMlis services these iobs represent. ^ 

Ot|>endlng on the Individual client's'Stage of recovery, 
he or she may be asked what needs exist that are Mot 
being addressed but are essential to recovery, and what 
fiiture h#eds are'anClcipated for vKhlcH no services are 
avaiiabli. 

Cllfnts* responses to the staffs list of potential volun* 
te«r services, as well as their additional needs assesv 



An agency exploring the fea$ibi(ity of a volunteer pro- * 
gram should conduct a thorough examination of the legal 
considerations relating to liability and toconfttlentiaNty. 

Laws regulating liability vary fVonff State to State; liabil- 
ity insurance requirements and coverage also vary. 
Agency policies and decisions in tffcse matters should be 
made only after consultation with lawyers and insurance 



♦Ivan H. Sch«ler, ft at. P0o/>h App/vacH Sysi^ms of Voiunttt 
fn^t^m^nt: WAN and MINIM AX, f^l^tltr Papir 13. Boul- 
de|, Colo.: Natlottal lnrermatk>n Cm>r on Votuntcflrism, 
Inc., August 19)4, pp. 3-a. 
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HMiUlliti vtiko know th0 agvncy an<f th« luriidlcilon In ^ 
-which 1 1 optrit^. th^ followinf inform Atk)n it provl(}«d 
only to Identify |en«rAl iituti. |« 

LI«blHf\^, 4^'yone U familiir with the r^quiremeni Uut 
4ytoim»bll« diiv«f% e4rry Miufanct ioih>veff f>#ym#m of 
dunips for injury to pefioni or (diroperiy thai mny re- * 
iMit ffon\ Improper 6p«raik)n of the vehicle. In legAl 
terms, a civil wrong Mch'ki imfyoper handling of a mo- 
tor vehicle thai results In Ijf^jury is calted a lort. 

The pottibHlty at a civil wrong J>as fmpllca*Haiis for the 
ageni^y that est^itfishes and corKluctt a volunteer pro- 
gram. These Implications m)iy be expressed as the p 

1^ slbllity.oT ^ * ' 

^ ^ • liability of the ifency to outilde parties, in- 
cluding clients, for acts of voluHleers; ^ 

n liability of volunteer programs or agenoles 
\$$eraiing su<|h programs to volunieers who may 
vbe iniured In the C(Hjrso of their work; and 

• liability of volunleert themselves lo ouiiide 
parlies for Ir^ury or damage reselling from 
their actions in the course of volunteer ^ork. 

Issues of Uabllity ai^ dKtlnci from IssUes of malprAtlco, 
which pertain 4o.occupalions having licensing requirtC^ 
ments and siandiards of praclice such as medicine; den 
tislry, and the law. Thesd requirements and siandal^ds . 
apply whether th«k person praclices his or her profession 
as paid staf( of as a voldnieer. In olher words, if 
an agency uses professional^ In a volunteer ^capa^lty, 
these individuals must be properly licensed Ind observe 
usual standards of performance; otherwise/in the event 
of client inidry, they may be charged With malpractice. 

Potential liability i<s of concern lo both the agency and 
th#vAlunteer. Many States have enacted laws relating to 
» t^ liability of organizations and indivlduj^l cltiiens. In 
' cases1r\ whith the Ifw does not cover all poten Ayabll- 
^ ^ ity situations^ insurance may be available to cove^m 
^ damages onp must pay if deciar^d liable. . » 

" u« Whether insurance Is necessary is another matter, Ac- 
T cording to Gurfein and Streff'in HoblMy In Carm:tk)L$i 
Voluatfrn- Programs, ''Present case law shows few casej 
where a vei^^nteor caused an agohcy to be liable bec^ra 
by the volunteer'*' The authors continue: 




of an act 



vejunti 
tdM^ 



Uegiftlaikm relating to lUiiilty and,iniUranc4^ protection * 
varies from Siaie lo State Within a given State, thf leg- 
islation differs for each,of <he three typesH>f llabllhy je* 
Uiionships deHrilmd abov^. Any agfiu y pl^^nning a Vol* 
untcer program should have its legal cOun|pl coiitacl the 
State aiiomoy general S office lo deler mine the staiusof 
relevadi law in ihai Siale. ^ 

Specific policies regarding potenlial llabllily and iniur- 
anc#(n volunleer programs vary acc^A-ding to the sUe« 
lype, and localitm of She agency ai>d lunt iknss h vo^ 

tee{s, but some general statements can be considered < 
in planning any volunteer program. 

« The guesli()il 9! liahiHty Ind insuratiilltV in vol* 
unieer prpgranf^ Items from^the unpaid status ' 
of voiur\ieefS. If tVe State legislative definition 
of employee cuvq^ unpaid worker$i Ihenlhe ^ 
rogui^emeqi.s the agency observes for paid staff 
apply equally to unpaid slaff ^ 

• More and mof« Staples are enacllng or consider* 
l og Icgiilatio nVo include volunteers working in 
1 1I III igAfli IIU (Miih ■! iMMHilj] iHHUMlli^TT?! I 



Careful planning In atl sug^i of volunteer 
program operation should Include adequate 
training and supervision of volunteen. Ex* 
perlence indicates that where the voluntsher 
has been properly trained and received ade- 
quate supervision, liability situations rAraly 
occurt^ • 



ihus exlending*an agoncyS public liability In* 
suranco lo Ihe acts of volunteers, 

• If an agency did not Jiave public llabllily insur- 
ance bofTKo mstiluling a volunteer program, li 
is possible to obtdin it, and experts iti the field 
« I run gly recommend lhat Ihi^ be done^The ek^ 
tdnt of coverage and the cost can only be deter- 
mined In consultation with a lo^al underwriter. 

• 'If an agency determines the need to purchase 
general accident insurance to cover volunteers, 
Volunteers insurance Service AsstKfatlon, a 
nonprofit organ taxation, can provide up-to-date 
insurano^ Information to its members! (See sec« 
tlon V for address.) 

• Publicliabitlty insurance does notpsui^ly in* 
elude automobile llablll^. If^a volunteer assign- 
ment includes use of a persona)^a«tomobile| the 

' agency >hould ascertain at the time of appllca- 
t tion that the individual has a valid, up'io-date 
driver's license and at least the minimum 
required liability insurance. Additional auto 
> liability and/or comprehensive personal liabll'' 
i ty ins u r anc ev nay be pu r thascd by the agency. 

• Regardless of what decisions an afency makes 
about protecting ltself,;the client, and paid and 
unpaid staff, the conditions und<0r which the 
volunTber prpgram is operating should be ry)«de 
clear so that all may be advised of the coverage 
provided j^d its Hmlutbns. 

^ Everyone invol^ must understand ]that in^r^ 
4nce does not obviate the need for gcKfd judg* 
menk and due care. No Insurance wlH protect 
against grosTnegllgence or willful misconduct 



^Hter J. Gur^in and TrWia <tr«ff, Upbttlty In Corrtcthrwt • 
Vofuat$$(r Progmns: f^hhrtfrtg for PotwntM i^bttms, Wathtnit 
ton, D.C.; Amtrlcan iar AiMKlatlon Commlnion en Correc- 
OonalF««nitl«iandS«rvK«i.l97S. ' ^ \ 
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ipiMi^rt vcmfj^iUlity in all Malttri r«Ul 

Iv^l 10 ihf cll«mnti»V itrvt. FtJtrV rtiuUtkini rv)w 
gyidd t^p vrntfliitniUlily of cilvnt;^' r«v(>r(l%. Ih^tc rogu^ 
hHkiHt iir« tl«l4HW in '^Cppfki^lfilHy of Atmhn) and ^ 
? Oru| Abijio>atWil Ke«H^^d^ GAhtfralProv^Hin^" 

hd m«y b« obulntd froi^ lH« Nattonll loiliUiitf on 
Pru| AbuMCI«Aringboui«. 1 1400 RocKvilKi Ptke, Kotk 
Md. 20a$2. yr Su«|«ff)Aifmleri) DtKiinWriti U S 
a^t^mmf nt Prtnt/ng C)ffto#, 7tO Norih CapliolSirwi, 
W««hJij|to«1.l).C. 2040}/^ 1 

Thf re|(uUlio»i <ip^7 lu «ll ^j^ohol ami Jnig uNhc pro 
gr^fni lutiitod. cuodllCtmi. or rvgirUleO l>y depart 
m«nior officff In th« I o4eMl (iov^rnmoni (cixtdpt ihter 
changes wlihin th« Arm<Kl fiwtei, including thoVcUran^ 
AUmlniiUalioo). TN reg^Utbi)} apply lu prograrm 
f fund«d by Suit %«fki«< Ai)d ihoto 4g«nci0% vUultlcd b>i 
lh« Int0r A4I RevefmckSrrvico 4% chariublc or UH Axemm/ 

Any clltnl informaiion.morded or not. r<HYiy«ti or 
quired 1^ conn<i4^tion with ihe progMm j\ avuid^rvd 
ionfldentiai and may nol be reltaied wiihoMt cti«nl (;on 
i^nt; Ccmfldeniial iriformaiion includei rcci)rd\ of a 
cllent'i Identity, diagnuili. prugno^ii, and trtatmenl and 
information 00 a clk>hlS progrcu, allendance, and 
whertabiujii. ,v 

Proviilon^ of iho sUluto %p«vlfV which informaiion can 
be r«kas#d, lo whom« for what purpoio%, urnier what 
«ircumiUnc«i» and for how long, AIh) coverca are 
iptcial %ltuatloni concerning instances when clieni con^ 
l«nl cannot^ obtained, as are ntinortanc^co^rt niferrals. 

The ImplicatToni ol.ihe new confident lit ity reguUtioni 
for an agency with a v^unteer program are leveral. 
Pint, the agency will want to review iti extiting poli- 
cl^sun confidentiality and make modi rival ions, if neceft- 
tiftry, to ensure compliajri^e with t^e new regulations. ^ . 
Changei In policy may require changei in agency pro* 
ct<lur«i and f ormi. 

Next, ttaff membei^ muit be ^pprind of the new rogu- 
lationi, the reMiltlng policy changes, and the penalty for 
- violation (up to 1500 for the first offense; up to $5,000 
for each lubsequent offense). If a volunteer program 
it alr t a<jy establlshi>U<»- the ayen cy, bo th pa id and un- 



jna)^ fa«« d)ls i%|^e, i^id^ineUs to what to uy or do^ 
^an4Dracjice In applying the jkiidellnes, 

Th^ existence of the new*i%|uyii^i should not deler 
ageiiKies jri>m using volunteeri in an^oapacity lor which 
thity are qualified and trained. Vutuftleers denA>nsttat0A, 
liM\g bteAxe guideline on tmlntalntng confidentiality 
^.we^e ex||^ied in legal termvi Ihat^theV could under- 
\sUnd ItsrmporAnc^and perform «cCa^lng|y. This is 
^ esUe^latly trui^ if tb# need In confldehiiallty is rt%l^ . 
ci^illJl throijgh training, if obs^vanceS>f tonfldentlat^* 
Jtyl is included In k list of written expei:Utioi\i, and If 



ud staff 've^ a good e)(ample. 



"pjOJiuTTmefTT^^ infofVna- 
tlon or training prvpam about the new regoMLns and 
lh« resulting changes la agency policies and prociedures. 

a volunteer P^ram is being connmplated. the mat- 
ter of confldentuijity and the volunteer's revponstbiJities 
in this regard must be included in volunteer training. 
. This applifs to ail'volunteert, whether or not they have 
direct access to ^ient records* The new regulations spt- 
^ify thatXor^fidential information piay b<^ both recorded 
and uhrecorded.*5ession$ on confidentiality should in- 
clude presentation of situation^ in whii^U the volunteer 



VhS ^egutatloni Tar Tax* Deductioni 

% • 

VuluMluuu with llmitdd means mav be deterred from at 
cepting or continuing an ai^ignmeht if expenses ar^ In- 
curred in the process oT m^Mnt aiiociated commit- 
ments. If the sponsoring agertcy li nol able to reimburse 
the volunteer for these expenses, {he sityatlon May be 
eased somewhat by providing Informal k>n aboA what ^ 
expenses are tax deductible,^ v«n volunteers who. can ar 
ford to absorb (heie costs will appreciate knowing of the 
opiipn. ' . ^ 

internal Revenue Service I^JblJcation No, 526S*lncome 
Tax Deductions for Contributtons," contains (he regula- 
tions govern|r)g the'deduciibUity of expenses in^r«d iq 
performante of charitable volunteer activity. EveryS6cal 
IKS office an supply copies of this publication and thi 
local IRS Office of Taxpi^r Assistance can answer spe- 
cific questions regarding^ regulations. In areas where a 
local IRS offic* is notionvenlent^y accessible, a call to 
the toll-free IRS rvuHffber listtd In all te^lephone director- 
ies will yield the Inform^tloo* ^ 
Briefly stated, the regulations are as follows:. 

« The coft of transportatkm from a volun^r*s 
home to where he or sh^erves Is deductible. 

• Reasonable cogb fbr nrteali and lodgirtg, if a vol- ^ 
unteer 1% iiway^ from home while donating serv- 
ice to a qualiflefJ organ iiatlori^are dedQctlble. 
. Personal expenses for sightseeing and enteit^n* 
ment, and for travel, meals, and lodging ex- 
penses for an accompanying fatally member 
a re /> o f deduc ttb l> > ^ ^ 



The'coet of attending a retlgloui convention as 
a duly chosen represan|ative of one's choreic or 
synagogue is deductible. 

The cOit and upkeep df unlformi^that have no 
general utility and am required to be^worn while 
performing dpn^ted services are deductible, 

Unrelmbureed exi^iei directly connected with 
and solely attributable to voluntary service per- 
formed for one*s church or, synagogue are 

deductible. 



• UMofpiriorial«litofMiMto^Volunt««fim«y 

dfduciout-of^^icky^iiptnmfor M»<ru»Q(^ ' 

thatirt ui#d1BS;'|(it(<tetirtf>dfrfdt6.achArlUv 

bl0orUM*fM0mptori|anii4tjon. If/volunreer 

doeft npt w\\h to dtduct (Ui wd oil exponi«4, 

H« iN my urn a sun4|rd r«t« of ^ cent* per 

mile lo determine the cofitrlbutloi\ Under ihl* 

nnelhod, lurking feei and tolU are dinJucUble In 

$ad\tiw\ to the 7 cents per mile. However, the 

coiti of euto iniuranf e and normtl deprHUUoa . 

*re not fhKhKt^d, nor U « pro rau portk>n of 

^9 gener<rep«lr ind mWnteharKe cost of a 

volunteer*! autonif^lle tha^ Is uved occailonally* 

fur voluriteer work. . 

• . * ^ 

• Per Aem allowance If a volunie^c performs a 
graiudoui lervice for a'charltable organization 
and receive! a per diem allowance to cover rea- ' 
!onable travel expeniev Including meaU and ' 
lodging, while away from homc^in the peVform> 
ance of luch dutiev the allowance l! regarded as / 
Income lo the extent It exceeds Ktiia» travel 
expenaei. Travel expenses to the extent they 

^ txceiJ the aliowmcefra deductible. 

Speclfk data collection usks related to IRS regulations 
include the following: ^ 

e Obtain ^blkation No. 526 from the local IRS 
office (See local telephone directory.) ' 

• Obulfi similar publications on Ijiformatlon for 
^ State and local ux jurisdictions. (See telephone 

^ directory for office addresses.)' 

e Verify the status of your agency In terms of the 
defMtbn of a charitable organization. 

• Project what expenses will or might be associ- 
ated with the volunteer assignments that have 
been specified. ( 

e. Determine what expenses the agency can and 
cannot reimburse. 

• Prepare relevant guidelines for prospective vol- 
unteers. 

Assistance In Interpreting the regulations and thiiir impllr 
cations for the agency and its volunteers may be 
vbi«lned ftoti\ a boai^ember who Is experienced or 
trained In tax matters. • 

A number of bills have been introduced In Congrefts thaV: 
would, if pasted^ extend the range and type of expenses 
incurre^in connection with vblunttoel- service that are 
deductible. Considerable debate sum>unds the measures 
that these bills propose. One w^ay to keep abreast of the 
progress of these bills and tlie issues involved Is to sub* 
scribe U> Vofynwy Actkm LmKknhfp, distributed *free 
nationally and published four times a year by the Local 
Affairs Department of the National Center for Volun^ 

U . ' 



tary Actbn, 1 785 Massachusetts Avenue* N.W.» Wjish^ 
ington.t.C. 20036. . r 



vPrepare NAotui^teer Progi^m 
Propoial/Pojitlon ^aper 

In one or a series of meetings, the planning committee 
can evaluate and synthesize all of the data collect^ diir- 
Ing the exploration phase. The commlttee.ihould con-; 
sider^e needs of clients, staff, Vhd administration: the 
Jevel of staff support ^nd receptive staff; the auitable lo- 
cal resodrces'and level of coq^mgnity commitmerri; ahd 
positive impact dau un the Effectiveness of Volunteers. 
\t should analyze descriptipns of successful volunteer 
programs «f all types; InfocmilM on insurance liability, • 
confidentiality , an^ tAX deducation reguiatiohs; ^d, 
most Important, tht level of administrative support. * * 

Following Itfi analyiit of all ivailabte d|U, the planning ^ 
committee should be able to maktf one qf the following ' 
determinations: , * • . ** * * , 

• that a higher level of comrnltment by adrvij^le* ^ 
trators and staff' is needed to ensure jthf jiuccess 
of a pilot program, and what acklition^l ao 
tivitles should be planned to increase th^t 

■ level i ' V 

• that data collectfd «re insufficient for making 
sound, realistic recommendations to the board 
\)f director^, and what additional information 
if needed; 

e that no fuftffvr action should be uken because % 
of lack of commitment «id/or need; or 

e that ^Tofinite needs exist;' that there is a high 
ieyel of commHfrfefjt to the use of volunteers, 
ahd that the I lkelih6od of designing and imple* 
menting a successful, program Is great. \ ' 
If the planning committee d^ides to proceed, a prograin^ 
proposal for the board's review (or a Jess formal planning 
document) shoutd be developed and should Include the 
foilowl^nig components qr determinations: 

e a brief ttitemerit of purpose of the proposed 

_J pilpt VQluhtenr program; . ' ■ ^ 



e a description of the size and scope of the pro* 
" jected total volunteer 0rogrgm; 

e a suiement of the level bf support of the a<^ 
minlsu-atlpn, siiff^and community; 

; • a descrlptten of the proposed pilot program, in-*^ 
cludingielectionoi^the agency unit in which to 
establish thd pilot;one or two (or morejiprlor- 
itie% for volunteer jobs based onconsensul^f 
heeds of clients and suff; types of volunteer 
services required (see pmface); number of vol-^ 



UiUettt%^«i|u(f|Mi (of \ht prujOctvU prugrAm; 
probabk 9il«nution and training hmOi of vol 

I Ycquuoii. buiifiot till piogfArn dcMgn 4tul im 

prfmcnuiitJii. and * dr«^fi of the joh d^icrlption 
^ * ot 4 volunteer CiMirdiiutof'r tfK4uding who thci 

ihe |>o\iiio|i wilMic paid oi unpaid, pait time or 
full tlnir • 

Planning Cammitiee C:heckHfi 

s \ > 

♦ * A pVoijuiypi? vh«ckU%r of tht tptcitic X»ih<i of commit * " 
m«nt, required ot the agency Adit)ini%tration ha4 bepn 
(i«vf loped tor um by tKc planning iommitt^e and later 
the vt)iur1(eer program toorumatiK in evaluating the ex 
tent of tuppori for volunteer proKfim devfU)pment. (Sec 
api^ndix B. pp, 6'2)fHI 61) Tfie.checkllit can be uied 
.tJ(her in queitionnaire pj interview form and con be 

^ «d4pted to (it individual ag^n<;y need%. 

^ • ' ■ 

Be^cau^ of the entent qf agency comm^tmt nt suggested 

b^ the checklist, thh or a siitiilar infttruinent \% most 4ip 
propNately-used by the planning committee toward the 
end of the e)«plorat ion phase. 

. Conclusions drawn from it cart form the basis for a pml 
tlon paper on the agency \ potential use of volunteers or 
a proposal for a pilot volunteer program. If/espons^s 
*tO one-half to two third of the questions on the checklist 
ar« negative of ambivalent, the advisability of begtnninji 
Ari6t^nteer program sh^HjId be seriously questioned. Vor* 
iatioiisof the checklist can also be uvtd as an evaluation 
lool at later stages of"^ program planning and developmtnt. 



Appoint Volunteei Coordinator 

f ollowing the ylkcision by the board of directors to pro- 
ceed with the design of a pilot volunteer program, the 
volunteer coordinator should be'selec ted by the agency 
administrator with the* assistance ol the board, staff, and, * 
planning committee. * « 



The common functions necessary to run a volunteer pn)> 
gram give some indication of the qualifications needed 
by a v olu n t eer c oor dinaUy. Depe n di ng upon the^ iU^ ami- 
ate of the program and the resources of the agency » the 
coordinator may be responsible for all of theid functions. 

^e Administration: Program policy and direction; 
staff selection, policy, and supervision; cash and 
4n*(clnd funding; public relatiori!^; ami acCouhU^ 
billty to l^oarrf. ^ 

^» • cAordlnftion aiid training: Mtervie wing aioitel as- 
signing volunte4Mfl/'inservjce training; for vglun- 
teer) and staff; coordination of volunteer 'Staff 
rclationihipv ^ 



• Program and community resources: Develop 
ment anJ maintenance of prpjjtram and com 
muriity activity les^Hircos, e.g., fioe tickets co ^ 
vpoitinganiUuljiiial tt^cniN, free vtiivtcos Miih 
ai in^orne tJ^ assistant, and >ourccs for dona 
lions to the program, vuch as books, lecnM 

' tionai equipment* and toilet articles. 

. • FiKal management: MUiotanance ol financial 
and program statistics, purchasing, builget 
prj^poi Ation and piojcction. ,^id nTontto{ing 
program efficiency. 

• Recruitment: Reciullmcnt ol voluiUeeis and ' 
climits througli presentations, peisonal con 
tllcts, or mass nivdia. 

-« 

• Literature and graphics: Development and pro 

ductjjon of'prograrn materials, e.g., brtHhures, 

ncwslfirtcrs, slide presentations, and forms. 

# 

• Suj^rt: Supervising volunteer-related support ' 
tasks of reccptionint and secretary. 

Beyond the range and level ol skills, experience, and per 
sonal qualifications required to fill this posiUon. cohsid 
eration should be given to selectinn a pcrv^ii^lho 

/ations, and.the 
ity in which the 



• knows the people, the oAani/a 
resources of the comtr^iity 
agency is located. M 

• knows the program, poncies, at 



s, and st*ff members 
gf the agehcy which the volunteer program will 
, serve; and ' % 

• has had experienc^ as a volunteer. 

Also crftical to the success of thc\rogram is the position ^ 
of the volunteer toordinator in thc^'or^ianization of the 
agency. Defending on the si/e and type of agency, it is 
imperative that the coordinator, whether volunteer or 
paid itaff, report to tlie director or to a unit chief. The 
following is a sample job description for this position: 
The volunteer coordinator shall be responsible t<i the 
agency director for developing, directing, and coordinat-^ 
ing all phases of the volunteer service program, Including 

• providing liaistm on all matters relating to vol 
unteers between the agency and the commun* 
ity, the agency and the State prdgum director, 
the agency andjL>thcr alcoholism sofviccs, the 
agency and the volunteer; 

• , orienting clients, staff, and board to the volun- 

teer program; 

£ 

• determining from clients, staff, and board the 
agency's need for volunteers in icrrrrt of service 
and contributl<3ns, and thenumber of service 

% ^ volunteers it has the physical capacity to 
absorb; 

p preparing the structure for the volunteer pro- 
gram: application forms, time record^, cvalua- 



tkin furmi, llfttrvif w guMti, contfKU, amd 10 

on; 

^ • maintAinInt rt cordft and (11^ of voluntHr 
i progratn; ^ 

• prepar^ni m;n«rlil| for and dirtctlnf iht optra- 
lion of {h».f«cruitmtnt cj^mpal|n: mailln|i» 
1P<^lK•n for brij^nltatloni, publicity^ Inttrvltwi^ 
>clectiqn, ftc: 

• with comnnlttf« atiliUnc*, plahnlng* ich#duk 

ing, and impUmtntif^f tdueational and training 

programiior voluntMri; 

• ■ " * * 

• .iislgning votunld«ri and arranging for sup«rvi* ^ 

• eval^ting s«rvici9 v6lunt«eri. both Individuals 
and groups, and revising asiignmenti as indicated; 

y^mitting reports ai netded on volunteer pro« 
f gram; and , • 

• planning and Inf^plementlng systematic steps for 
the development of teadtfrthiplcapabllitles 
among volunteers, including a variety, of task 
alignments and support vid encouragement to 
assume increasing responftlolllty. 

I or other sample job descriptions for this posltioo» see 
appendix A. 
\ 
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SECTION III 



Pilot Program 
Design Phase 




This Mctlon comf the steps and Usks to be accom^ 
pllthed in planning 4 pilot program. A pilot prpgram isa 
vnall scale prototype of tho complete volunteer program 
an ligency may establish over a period of 2 to 3' years. 
The complete volunteer program, In general terms, is 
dtKrIbed in the position paper prepared by the planning 
iaommlttee during the exploration phase. 

Part of the board decision to esUbllsh a volunteer pro- 
gram in the afftncy includes designation of a segnr>ent of 
the complete program u the first to be established, this 
strate^ f^rmits the agency to plan and try out in micro- 
cosm ail of the components necessary for an effective 
/ V9lunteer proram, to test on a small scale the policies 
, and procedures thft form its structure. This experience 
Js the basJs for revising those policies and procedures 
* pHor to implem^lAtlon of the volunteer program on a 
larger scale. The pilot program jrfso serves to demon- 
strate the value of unpaid staff to paid staff who are not 
yet con^mltted to the volunteer program. 

^ The diagram on the following page displays in sequence 
the steps that (fonstitute th^pilot program design phase. 



D*f]n« Ob)ettiv€S 

The first step \n planning a specific vohjnteer program is 
to establish the ob|ectlve(s) for the program. The bbjec* 
*tWti(s) should be as specific as possible to provide a suf- 
fkient basis for designing ^e program components: job 



dffcrlptlons, fruiting, training, and fupervislon. Also. 



carefully sUted objectives make the evaluationnask 
much easier. 

A clear objective is one t{}at can be interpreted in the 
same way by two i^pltTYo qualify, it must 

• state the revolt to be accomplished; 

• state the re^lt ln measurable or observable 
terms; and 

• specify whea the result will occur. 
For example, 



result 


A program of recreational activities 
such as arts, crafts, music, and sports 
will be established for inpatients. 


measura' 

ble 

terms 


offering at least hour^iong sessions in 
iix different activities over three 
evenings each week. 


when 


to be In full operation in 6 months 



1 



No matter h^^early the objective Is SUted It will not 
be useful unless these questions can be answered affirma* 
tlvely: 

e Is it consistent with agency goals artd other 
program objectives? 
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RECRUITMENT 
PtAN 



Ii 



DEVISE 
SELECTION 
PIA^ 

Piti25 



DEVELOP 
ORIENTATION 
PLAN 




DESIGN 
TRAINING 
PLAN 



^ DEVISE 
EVAIUATIQN 
PLAN ' 

33 



• It It (on»itiertt with %Uff n9mS%^ 

• U it i;i»ntii\fnt with cJltni nt«il¥? . 

• U it fq/«iblo In torm*^ timu. fatilitlcv and 



human ami llnancial rcv)urce%^ 



Write Job Descriptions 

During the okp|oratk)ft pha«, th^ Question of «^hai vol- 
^^N^ m Ighl Uo W4% oxpcusscif bf ooUly in t^r^i of 
' AiVJ •tdiiilnlslf atlfe n««4s. In the ^tign of 

thepltot program. theque<iti6n bec«j^e% *'Whjrt wlH the 
voluntt^ri do?" The anwwr h dcrj vtd fnm? the objec- 
4iveivf the pilot program. i« eJtprevsed in^temi of volun- 
Iwm; dmie$ and reipori»ibilities and Is tofitained in «i job 
deKription. f 

^ U It important to empha>lid hero that if the activity ii 
Ofii formerly asiinned tpa paid %taff member and a job 
dfKriptlon already exhn, then a new job deKription 
need not be wrUten. Some adaptation may be neceiwy, 
hovMves pariiculerly regarding the lime requirements A 
completely new job deM;riptK)n will have to be written 
only If none now ex lit*. 

How the Job Description is Used 

An accurate and complete job description is imporunl 
,for a number of rea^om. h ir*t, it gives to the volunteer 
a lenie of nuff commitment and program lolldarity. The 
existence of the job dewription show$ l)ial thoughtful 
planning has been di>ne and that the volunteer activity 
Is indeed considered an integral part of the agency pro^ 
gram. The job description facilitates communication and 
expedites IhS volu{|jteerS integration lpu> the program 
because staff, ciients, and yolunte«r% aljXnow what to 
expect. " 

The job^Jescription guides recruitrnenl by giving poten- 
tial volun^rs a basis for deciding whether or not a par- 
ticular Job matches their interests and abitiiies, 1 he job 
description guides selection by serving as a basis for de- 
termining the content of the irttervleM^ establishing se* 
lection criterla/and appropriately matching the volun- 
teer and. the job. V" 

Who Prepares^th^ }ob Description 

The volunteer coordinator and the staff vijth whom the ^ 
voluntbers will be working should collaborate on this 
task of adapting on existing job description or preparing 
^a new one. The staff members itnow the context in which 
the volunteer will be working; are thoroughly Tamlllar 
with what the volunteer will be expected to do, and can 
deiorlbe the qualifications that ifie volunteer should 
havJ. The volunteer coordinator must fully undersUnd' 
rnature of the^obJMw^ecruit suitable volunteers and 4 



be able to ensure tM|t the job deKription is cle,ir ^ml 
complete. ' 

What the Jot> Description Contains 

Minimally, a |ob deKription lAould include; 

what tN^ volunteer will do, ' 

who the^volunteer reports to, 

tbc number of hours required, 

the length of commitment expected, and ) 

the qualifications and/or fkills required lA 
im^dliirable. 

^ Other information that should be provided,. although not 
neceiurily as part of the |olr description, if^udwv 

'^^ • thcgoals of the program In which*the volunteer 
^ is working, 

j l^ ^**^^ volunteer will b^worklng, and u 
^guidelines for volunteer behavior. \ 

Sample job descriptions from a variety ^f agencies arc 
included in appendix B. 



Plao Procedures 

Having determined where unpaid staff will bovworking 
and what they will b« doing, procedures can bl planned 
that will ensure the volunteers* smooth introdrfclion and 
integration into the agency's operations. Not only docs 
this preparation make the unpaid staff member feel 
more at ease more quickly; it reduces ihe number of 
needless questions that disrupt the normal flow of atUi- 
vities and on-the-spot decisioijs that create conf^sitiii. 

Areas to attend to in establishing proccdurcfaro sUpcr 
Vhilon, recordkeeping, ijchedullng, space allocation, and 
, clerical assistance. The volunteer coordinator, working: 
with administrative and suff representatives, is respon- 
sible for making appropriate arrangements. Further, the 
volunteer coordinator sees that decisions and procedures 
are documertted and distributed. 

Supervilion 

As a general principle^ unpaid suff are supervised by the 
paid staff member who supervises other paid staff in the 
same unit o^ activity. Spe<rific procedural items to be dc 
term ined are 

• who the volunteer reports to and where, 

• who Is responsible for appraisal iJonfcrcnCcs, 

• ihow frequently these an^ield, 

• Instructions tqrae volunteer about reporting 
illness, ^ ; * 



• guid«linei fot hmdllng probl«mi, and 

• torrnlrulion poiiclev 

MdlterMtiat peruin primArilv tolfi* volunteer program 

ilM-'^iW bo harullvd by ibe volunteer ctxtrdlnator. 
Wj^Mj IruUidc 

• m«ihit«iinin(| records; 

• tAcllitating communication among all staff; 

• counseling individual volunteers; and 

• m««|ing regularly witb volunteers to monitor 
program progress, etlctt suggestions, and anti* 
.cipate problems. ^^''^^ 

Re^X^dkecping 

GiH)d records are essential to an effective volunteer pro* 
gram in order to monitor program operation, provide a 
recorcypr recognition of volunteer service, and form tbe 
foundation for program evaluation. As witb procedures, 
tbe same princlf^c applies; To tbe extent possible, use 
tbe forms developed for paid staff. Beyond tbis, nfyy 
records vat^y need to be developed to record data unique 
to tbe program and necessary to determine acblevement 
of program objectivcNi ^ 

General Documentation. Assuming tbat tbe experience 
gained in tbe pildt program will lay tbe ground woric. for 
improving and extorniing the program, It will be belfSul. 
t^ maifflain a file of all materials tbat are pirodiiced and 
used for ail pbasesof tbe program. Examples of wbat 
this file mif^t include are 

• materials and resources collected during tbe jbx* 
ploration pbaU; / 

• tbe position paper; * 

• copies of letters and men^, botb interiial and 
external; 

• content df presentations made to coli|fnunlty 
groups; 

« the pilot program design; and 

• all materials used for recruitment, orientation, 
training, reporting, and evaluation. ' 

The materials contained in tbis file wili serve as a record 
of the development of tbe volunteer program, a source 
of information for ongoing and periodic evaluation, and 
tbe bases for rriore ex tensive. program doci^m^nti, such 
as a volunteer handbook for recruitment and orientation 
purposes and staff and volunteer training and evaluation, 
models. 

Indlvidul^ i^e^ordt. PoliQies regarding maintenance and 
storage of rec^ords will vary from agency to agency, if 
it is customary to compile and store employee records in 
a folder, volunteer records should be bandied in a simitar 
fashion. 



For convenience, volunt^Airs' records may be located in 
tbe volunteer coordinator's office and mainulned under, 
his or her supervision. Tbe volunteer file becomes a bi^ 
lory of an Individual's service to tbe agency. Do^umenA 
contained in tbe file may include ^ 

• application form, . • 

• refererices, 

• letter of agreement, 

• Iples on recruitment and evaluation Interviewi, 

• written performance appraisal s« 

• training programs attended, and ^' 

• activity reports submitted by volunteers. 

Tbe content and use of theK documents are discussed 
more fully below, under Recruitment and Selection. 
Sample documents are In appendix B. 

Program records. Information collected on the volun* 
Jeer program Itself will vary according to the objectives 
of the program, but at a minimum the records should 
reflect tbe resources tbat went Into tbe program and In* 
dicators of possible benefits. For example; 

• number of volunteer hours, 

• staff time invested, 

• progr^ expenses, and 

• number of clients served. 

Summary Data. A third type of n^ohikeeplng is data 
tbat summa/ize on a quarterly basis, the number of vol- ' 
unt^rs In the program, tbe number trained, the number 
waiting for assignment, and the number who dropped 
out. TO evaluat* recruiting metbods. It is adyijiible to 
keep track of tbe number wbp apVly and how th^y 
beard about tbe program. A sample summary data fonn 
is included in appendix 6. 

Scheduling 

A schedule is an essential plahning|ind communication 
toof for both the agency and tber?oiunteers. Paid staff 
must know ahead of time who will be available, when, . 
and what they will be doing. UnpakI staff need to know. 
when they are expected, for what' purpose, and for how 
long. 

The scheduling process actually begins when tbe agency 
identifies the functions that volunteers will perform. Tbe 
program objectives and job descriptions further define 
the time requirenr^ts. If th^ requirements are flx^, un- 
paid staff are recruit^ whose availability colnckles with 
the agency needs. If the time requirements are flexible, 
the volunteer coordinator and the unpakJ staff mem- 
bers can plan mutuaily agreeable Kbedules. 

Frequency. Tbe longer the period for which a schedule 
can be esabllshed, the easier the job of planning and « 
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communic4lln|| «)ip«cuik)n^ lo ^akl and unpaid %ufi 
and lu admlnhiriilwn. Su|H!rvlior» can plan naid iiaff 
aiiignmcnu and c\kty\ acilvilics. aiui unpaid iiaff cAn 
Arrange personal affairs lo oa\ur<y ihelr regular aitondance. 
Accurky. ()nt« Ihe >ihcdule h^s been ouhlished, ii will 
remain uietul only u) loi>g at it it kepi up io-date. Ii i% 
rtcommended lhai a check N made with paid and un 
p<ijd ilaff at appropriaic intervals lo determine whether 
tht schedule h accuraiei One pcrH)n shooM he devlg 
nace4 lo receive aM vchedule changr^ and see thai thev 
are Cv^itimunitaied to all concerned ' 

POittng. Schedule! should be poiied in areas frequenied 
by paid ^nd unpaid staff apd alt others concerned with 
the volunteer program. The schedule loCationv should re 
main consum es nearly ai possible >o that all iuff can 
depend on (Indli^x the inf or matk)n fou tirwlv 

Spice ^ ^ 

A>signrnent ol off ice or wort space lor unpaid Maff es 
tablishes a sense of Ifitogration and contiiuilty, just as 
^diH*s the selection of a customary and convenient place 
Of places to post the schedule. ^ • 

The volunteer coordinator's office or desk can serve as a 
central liKatlon for messages and information. Consider- 
atk>n ihould also Im? given to questions su'cb as 

• \Vhere will unpaid suff park their cars? 

• Where will they hang their^coats? 
^ • Do they need desks w other special wor kspace? 
•» Is there an adequate suV)plv maSu iais for 

them to do their assigned tasks? \ y 

• Where will special materials or eguiprient be 
stored? • I . 



Clerical AssiUijice 



rdWc 



When the boardW directors approved the utilizatiori of 
unpaid staH, provisbn wa^ade for the clerical suppi>rt 
nteded to plan -the pilot protect. At this point, it is ncc« 
essM^ to consider what level of ckrical support will be 
nee^^^hc^ the pilot project is implemented, 
factors to consider include 

• the number of volunteers; 

• recruitment, training, orientation, and otl)^ 
materials that will be produced; 

• assignment of record-keeping and Scheduling 

tasks; and 

\ • ■ ■ 

• nature'of volunteer assignments. 

tf clerical assistance is needed only for specified inter- 
mlltcnt periods rather than on a contmulng basis, this 
function might be designated for an unpaid staff member. 



Devise Recruitment Plan 

Most manuals on esUbllthlng voluDteer programs cite a 
deluge, rafher than a deartn, of volunteers as a major 
problem in volunteer recruitment. Unless a recruitment 
plan hasi>een created and UiKxed to the needs of the 
specific voluntfir program, there may1)e many disap< 
pointed, unplaced, or poorly placed volunteers. The rep- 
utation of the agoncy and the volunteer program will 
suffer from reports of disgruntled volunteer applicants. 
Therefore, a recruitment plan and appropriate suppoft- 
ing materials are^needed for locating the kind and num- 4 
her of pnrsony most likely to fit the volunteer lob de- 
sCriptioris and openings. In addition. <he timing of 
recruitn^ent irnplemenUllon Is crural: Rtcruhmtnt 
ilibuld not b^gln until the entJri^Hot prowm dei(|n 
phaie has beeW completed and the impltmenutlon phaae 
layKhed. / . \ 

A recrintment plari should be developed that will specific 

• the job dcscrlption($) and number of openings 
for >Yhich volunteers are needed In the pilot 
program, 

• appropriate places to recruit for the specific 

• appropriate strategies for locating prosp^ve 
volqnteers for those openings, and 

• the tools that are needed for the recruitment 
effort. 

job descriptions were discussed above. The remaindePof 
this section will discuss places.. stralegies. and todls for 
recruiting vo||^teers. 

Where to Reerult 

The job description itself give the clearest indication 
of the most likely source of volunteers. For exaipple. if a 
program need is the preparation of a monthly newslet- 
ter, a gopd source for a volunteer would be the communi- 
cations or loufnalism department of a local college, A 3 
student or team of students could produce the newslet- 
ter as an e ^t^slon of tiasiroom activities, perhaps monl- 
toned by thcirVofossor. A built-in incentive would exist 
for volunteer foJIowthrough on the project, at least for 
the duration of the school year. Another possible re- 
cruitment source might be the local chapter of Retired 
Senior Volunteer Program (RSVPj whos* members may 
well Include former editors or writers who would^ eatlv 
enjoy putting their skills to work again. 

Another example could be a Iqb description for 10 vol- 
unteers to alternate or be on call as escorts or compan- 
bns ft>r clients who would like to go shopping, out'to a 
mc^i^. or on a similar outing. These volunteers would 
not need special qtiallflMtlons. except perhaps a driver's 
license, but anjempathetft understanding of the client 
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would b# hlghly)d«iirAbl«. Graduitt cl|«nti of mtmbtn 
o1 local Alcolfibllct Anonymoui (A.A.) or AI-AncA f«l- 
lowthlpt ml|ht N tti« moit fartllt rKrultlni igtound in 
Ihltfhiunca. . * . 

Th« following ^p«opl« pow«r" lourcek ire uniquely vjl- 
uU^ta to «h itcohot-rilited votuntier pro|A|fn : 

• Gridu^lt cUtfiti. VoluntMf work may b# a 
(Tieani to UM Ifiiura houri construotivaly ai an 
aid to rtoovary or In maintaining rt newcd int«r* 
9it in living fiilly. 

• FafnHlM of graduam And clhmts. In a volun^ 
tear rolt and through voluntaar orlontation and 
training* thaia paopla will coma to a t>attor 
undtritandlng of their dWn famjly members; 
thut motivation for volunteering It built In* 

e Friends of lUifV andvolunteert^ The iklils ind 
« inteiwttt of the proipectlve volunteers will 
probably be known to the itaff and volunteers: 
This will |kt In recrultmont for specific volun* 
leer )obsa 

• The CouhcH on Alcohollim. A natk>r)wlde vol* 
unteer program Itself, the Council on Alcphol- 
Jsm's loeal chapter Is likely to hav^ members 
who^can aid In several ways; for example, by 
providing faculty ^or the volunteer training 
program. 

• AA, At-Anoni and Alateen memb^ These 
are natural sources, as the veteran in the altohol 
field knows. For the volunteer coordinator who 
Is new to the field, It Is Important to become 
familiar with the*tradltk>ns of these programs 
and to estjMlih rapport with the fellowships. A 
word of cautions Fellowship members who ap* 
ply to be voluntaars do so as privata Individuals. 
Never Identify a vottinteer (or anyone else, for 
that matter) as a fellowship member -the-fel- 
lowship marnber Is the only peoon who may 
shara that information. 

* I 

Outside the alcohol agency network, the first step 
In identifying recruitment sources would be to e^abllsh 
liaison wjth a local volunteer coordinating agency. This 
Is likely to be a caglstry of persons^ organltatlons 

;ose membership Is Interested In volunteering, 
contacting ^organlzattons directly, th^ following * 
snould not \» overlooked : 

• iMal groups. Local groups associated with na* 
tional organ Izattons interested In the prevention 
and ueatment of alcohol abuse and alcoholism, 
such as the U.S. Jaycee^ the YMCA, and the 
National Conrf ^ of Parents and T4^chers, are ^ 
all potential sources. The Natbnai Institute on 
Alcohol Abuse and Alcoholism's (NIAAA) Di- 
vision of Pra vantk)n (fan provide a ilst of con- 
tacu for these organliatlons. (See section V.) 



e Sp^ypoplilation national groupi 141 A^ 
established a working ralatlonihi0 with a num* 
ber of organizations to help meet the needs of 

v.irlous racUl and ethnic popuUtk>ns. These 
incluUo iht National Black Caucus on Alcohoi* 
iin\, the f4atlt^)al ln<|lan Board on Alcoholism 
Nand Dnig Abuie, and the Natk>nal Spanish- 
Speaking Commission on Alcoholism. A local* 
program may benefit from Contacting these 
national groups to seek consultAkMt. 

e Retired penons. The retired Senior VoUinieer 
Program is a ready made source. The national 
RSyP headquarters Is located at 806 Connec- 
ticut Avenue, N.w:, Washington, D.C. ^525. 
* Local and nulonal offices of Actl6n/RSVP, as 
well as othv community service organlzatkms, 
will be of assistance in recruhlng. For additional 
sources, see section V, 



Other organization^ for recruiting senior citizens arp 
Golden Age Clubs and the Gray PanU^rs. These people 
have much to contribute to the qua<Uy of a volunteer 
program* Id recruiting senior volunteers, It should be 
notM that some members of this population are eco* 
nomkally disadvantaged. Ekjptnses may be Uflincem for 
potential volunte^among older and ratlred persons. 
Reimbursement forVansporution and meal expemies 
should be ccKtsldered If thaie are not generally provkled. 

e Low-Income cdhinninMea. VohinteHring Is of* 

^ ten a way of life and mutual survival la low* . 
income communities; It Is known as "helping 
out'* or '*fendlng a hand.'* fbrmal Volunteering 
in low-Income communities Is usually thought 
of as something done by a person from diitslde* 
tho community; usually a' person df different 
racial^ ethnic, or economic background. A re*^ 
crultment plan could build on the community's 
tradition of ''folks helpiog folks" by recnjIMng 
volunteers fo^work In^n agency that belongs 
to and serves'die members of their community* 
As noted above! any recmltinent plan for low- 
income volunteers should tatae^ into consldert* 
• ^ tlon reimbursement for the costof Uanspoila- ^ 
tion and meals. 

e Churches and oth^r r^tflous orpnizitlons. 

Church memberi who are oriented to ^lunteiT^' 
Ing their time fb<Wl^whlle activities are good 
potential volunteers. 

, ^ e Schools, colleges, and unhrershlea. A rich r#* 
source for ^ugmentlrtg spgelal services, studints 
may be able to arrange for their volunteer acti- 
vities to Mrve as partial fulfillment of course ra« 
qqIremanV Both tthe volunteer program and 
the student will benefit * ' 



StTittgitiror R«cruiiin| 

Oiooilni dm 4p|koprU(c rpcrulVing ilutegy cjn b« as Im* 
pof Mnt «t rindlnu Ihc b0«l recnjUIni uHjrte for n|Hn| 
partkuUr viilunlocr posliioiH. A.nrw> r«l«4Mr to 
n«wtp4»«rs 4|nil radio lUtluiu i% lik^iy ta y 4«44 two or 
IhrM d«w«n prospective voluntwrs. If only two volun 
t»«ri 4re nofdeU, this method Is ttJlirting III will. A strat- 
•|y should b* (hoi«n that is most likely to yield the do* 
%lfd number of r«iponiis from Individuals with suluble 
Menu or background. iH^" 

Tht tollowing 4r« itrateghs which tan be used in a re- 
cruiting effort V ' 

W0rd-ofmouih* This i^a ma|or recruiting strategy. It is 
•iptclailV effective when the "word" comes from some- 
one wtio knows and believes In the agency program a«d 
unfaentands the objectives of the volunteer progrm Em- 
Anrfples of wor#gf mogth strategies would include per- 
sonal loo Ucts wl til Individuals In volunteer clearinghouse 
o»l*0^*^Onvor dffpartfnent heads of a college or A^nlver- 
. litV lo elicit their support in recruiting Volunteen. 

hhMtntttloni. If a particular group has a special motiva- 
tion or Interest that is consistent with agency volunteer 
he^s, a group presentiibn may be th#best way to re- 
cruit from Us membership. Caoup presentations are es 
p#claily effective in obuining contributions that fall Into 
the "doj^tlon" or ''group effort** volunteer category. 
The priyntatlon should include a mini-orientation to the 
Ifency's goals and objectives and to the volunteer pro- 
r«m. Audiovisual aids, such as a slide >how of volunteer 
activities that dem<vistrates the particular needs for wWch 
you are recruiting, may be produced. Audiovisual mate 
rials should be used o"ly if ihey are wcllorganl/ed and 
of nea^-professlortal quality. Appropriate printed mate 
tials, such as brochures, copies of the agency newsletter, 
or the Volunteer job desqxiptions. sh(Hjld b* available at 
such a presentation. ^ 

Mms Media. If a large/iumber of recruits is needed, the 
mass communications media can be used.^Local tele, 
vision and radio stations usually set ^side program tjme . 
^for public service announcements. Tht local news and 
activities sections of area new-spapers will also publish 
rectjiitment news releases. 

Took for Recruiting 

Tht |ob Deicrlption. A volunteer iob description, vtratc- 
glcilly posted on thf bulletin board of an orjanliatton 
where the agency's piogram'is known, is a v»yry effective 
recruiting tool. Job descriptions can be placed with fac- 
ulty members of local schixjis or colleges, and with com- 
munity organizations with which liaison has beHn esub- 
li^>td. Word-oTmouth recruiters such as board members, 
agency suff, family and friends of clients, and grad- 
uau clients could benefH from having copies of job 
*wcriptions. ' 



Brochufii. An expanding volunteer program maK need a 
brochure deKribIng Its attivlties and accompllthmenti 
Developn>ent of such a brochure is a proj<ct (hat ml^t^ 
bejprrled out by a group Interested In contributing its " 
Pg^led Ulents ch by a student AAlst and writer t^4m 
from a iocal college's department of communications. A 
sam|>le volunteer handbook Is Included In appendix 

Newe ReleMei. If a mass m^dla campaign Is conslS^d an 
appropriate stritegy. newt releases should be pr^ared, 
• Here, skilled wrl^g talent Ul^ighly desirabie; this task 
may be Just \he chait^ for an able volunteer. The ar« 
tide should be tightly written, Incliidfhg the important 
deulls such as who Is nee(|ed, fQi|what positions. 
*t Nvhat times, and where4o apply, flf metropolitan ar 
e^s, an advertising agency may dohattf its time and staff 
for such a public s^rvlcf protect. 

Phoiogriphs, If ihey are uied, should be In sharp focus 
and should communicate their meitagei at a glance. It 
Is best not to try to put more than one Idea Or sutemwt 
In a single picture! Elghhbyten, glossy black and white^ 
photographs are preAvn^ed for newspaper, Wiagatlne, anJr 
newsletter reproductten; 35mm color slides are needed S 
for televisk)n. Photography students are often eayr and 
willing to shoot aisignments for free, just for the expert- 
•i^e of getting their pictures published. ^ 

udlovliual Pretenutioffis. An audiovisual presenlgtlon 
^ (slide shows, films, or videotapes) can be highly motivat- - 
ing and can commur\icatc the atpncy*s message suc- 
cinctly, accurLely, and-lh an enterUining manner. Qi^ce 
developed. thisVool can be used repeatedly. However, 
creating an audibvlsuat presentation is a major undertak- 
ing. The Usk shbuld be assigned to someone with experi- 
ence in thiyfta. Again, a s/udent project Is a possibility- 
preferablvl group of studl^nts who will recelt^e course* 
credfRo/ thenaroductlo/ of a wetl^esigned flnishcd 
prMuct.' 

Newslette^eM4w^0riOT. Including a section on vol- 
unteer activities In the agency's newsletter could serve 
a dual purpose: recognition of volunteer conulbutlons 
and achievement and continuous volunteer recruitment^ 
to rpeet agency volunteer needs. 

To summarize, the reauitment plan should identify 
ihc best sources of volunteers for.thei^llot program, the 
ilratogy for reaching those potential volunteers, and the 
tools that should be iv^paTsd. 

Devise Selection Plan 

Selection is the link between recruitment and placement 
of volunteers and li^ased primarily on the job descrip- 
tion and the related qualifications prevfously sp^lfled 
by suff and ihe volunteer coordinator. Basically, the 
process for volunteer selection Is the same as for selec- 
tion of paid staff. * 
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Thil MClion r9vi«>|ir« uNnu overall wkction iOtuid«94^ 
llont, doflo«i the««%ontu} uleinontvof tho wliiillgnpUn» 
iiHl iH4(llne« b4%ic n\(oiviowjng ikilK/ 

|)v«ratl StMitgy Conftidrfationt 

D«p«ndlng (Hi Hit iiul kCi>|>tt of tho piloi volunto^r 
pfogiam and the numb«i and kinds of unpaid staff pmi 
tlont lo be tilled, the following diMermirutions should t)e 
madt in order to plaii the most appn^pnale selection 
straugy: 

;|| Mow many poiitions are to hi* filled' 

• What kinds of expertise or haikground experl 

\ ence arc needeif lo flit thew positions^ 
^ , s 

• (.(HJld highly motivated tndividuah v^ui have 
related interests arui ha^^iuind experience in 
liou oithe stipulated expertisi^ fill ihew piiii 
tluns if they receive initial, on the |oh, and/Qt t-*^ 

periodii training' 

• * ■ • ■ . ^ • 

• If the ans\t/er to thi? ahov«i question U yes. are 
there easily idcntiflahle training neeiis i:i>rnmon 
to potenli<f volunteers' Determination of prob 
able prospective volunteei training neevis^will 
aid in establishirig one criterion foi selection 

• • Who wlll^make tho final decision regarding un- 
paid staff acceptance and,placcment ' 

• What lesouiccs people, time, space, money 
are available to implement a selection vcrategy? 
One crl%i% intervenlion program, for instance, 
usov a three person streeijing team (i>ne profes- 
sional adviser, one experienced' telephone aiiie, 
and one newly trairwd telephone aide) to con- 
dutj^each applicant's I to P j hour interview 
Ouestlons ar« asked, expectations are ex 
presMHi. and crisi) situations are simulated dur- 
ing the interview. A maximum of 40 to ^0 peo- 
ple can bo screened over I week; "however. 

^ because thi- job requires sensitivity and an in- 

tensive interview, optirnum'scheduling is 5 to 
10 interviews per week over 2 months 

Other than staff time required tor interviewing, 
^ incidental expenses, such as reproduction of 
form\and extra coftee, stuHild lie anticipated. 
A sample interview logistics checklist is in* 
eluded in appendix B, 

Elements of the Selection Plan 

Decisions cofKerning an actual selection strategy should 
be documented. The schematic on the preceding page Js 
a uig|ested Kequcnte of events that Iflustrates two alter; 
native approaches to the application prcKess. 

Tfie following steps should be integrated into the plan 
lhat is adopted: ' 



Traniltloit from Gtniral Rtcniltmefit to Acluri Applica- 
tion. Where will application forms be distributed? As 
the dotted lines on the Khemaiic Illustrate^ application 
forms may be made available during recruitment, iff ad- 
minister^l just prior to interviews. It may vtve time to 
screen out applications early througkdistrfbution and 
examinAtlon of application forms; h^ever. thli strategy 
does ni)t allow for a more subiectiver aptKoad) to lalac* 
tlon An applicant may have Interests and talent| or 
other contributions to make that could be detenmlned 
. only during a personal interview. 

Scheduling of Intervlewi, When and where will Inter- 
views be held? Who will do the Inibrviewing? Should tho 
interviews be handled on a one-tO'One basts or would a 
tdam approach be better? Who will handle logistics^ In- 
cluding greeting, administration of forms, and actua^ 
scheduling of Interviews? Will interviews be scheduled 
by individual job deKrIptlon rosponie, kinds of func- 
liwns, or "as they come"? This t^ist deciilon depends on 
^e number and kinds of unpaid positions to be filled 
''aM the number of applicants. Categorization of apjrti 
cants may aid the interviewer in recalling and assessing 
individual volunteers in terms of personality, abilities 
and interests. 

^ . 

Orllerla for Selection. As previously mentioned,* the job 
description for each unpakl suff posjtlon should Include 
lob responsibilities, supervisory procedures, time com- 
mitments, and qualifications. The selection oi( unpakl 
sUff Is baled on the |ob description, but other criteria 
contribute id the final' selectk>n decision; The interviev^r 
may want to determine whether the prospective unpaid 
staff member can fulfill other, more subjective, staff 
needs. A review of administra^ and paid staff discus- 
sions ducing the exploration phase and staff concerns 
about volunteers fhould determine the kinds of qualities 
an applicant. shouldVlng to the agency so that un|)aid 
staff can be easily integrated into paid sUff. These kinds 
of qualities are generally considered to be desirable: 

• Complementary Ijieotogy. Would the appli- 
cant's feelings about alcoholism and underlying 
issues have a positive impact upon the volunteer 
program and the agency in general? 

• Comptementary penotUllty. hlow will the resi 
of the sUff react to the ap||lcant? Despite nor- 
mal interviewrbased nervousness, can the appli- 
cant express himself or henelf adequately? 
Does the applicant appear to be sensitive to 
what other people say? Or are there judgments 

' inherent In spoken and unspokeri statements? 

^e Maturity. Does the applicant seern to exhibit 
' qualitlos of stability^ responsibility^ and flexibil- 
ity? Although both unpaid and paid staff mem< 
bars may have had problems in the put, the im- 
portant consideration is that they will be able 



to cofH with thtm on tht Mbv CQuld^h• «p9k 
«Ant Mii wlitiy if cilltd on to m«k« a d•€ll^>n7 
Wll( thf proipfcttv* voluntMT b$ mppnilbit In 
m«tiin| th« brtontillon, trilnint and 6h-th<P|ob 
commltnHiniif Oo«i thf igpllcint*i thinking 
ipp«ir to IM 10 rlfkr thai my fihangi in lehfd* 
uif would diirupt lob ptrformincf? 

• Molh^illoni Mid limrtm. Ev«n thquih in in« 
dividual (kit t not hivt docunMntod proof of • 
llvfn sMirSt»trf may bi lomiprtviouiLy un« 
iAPptd int«mt or ability ht or lh« nmy b« 
mon'thm willlni \m contrltHjH to m ticohpi 
A|9n<y. A ptnon^who hat appropriitt qu^jfV 

.^'citlont bMt ii boTid with Hmittd pffformanct 
in on« arO can btcomt hl#ily motlvilod if 
|tv«n i n«w ftold of inttrt tt. It li detlrtblt to 
try to dlicov«r the «pplk«nt*t inttrtiti and th« 
lourct of hli or her mobvitlon for Vblunlvtrini 

during th« courw of the Ihtervlfw. 

• - • 

• RealMc txpectttloni ^otWition growi from 
the voiuntMf*! reailitic expectitbni concerning 
hii or hor direct Impact on' the clH^it, on 
the ifency, on the volunteer protp'im, and con- 
cerning the applicant'town fdture. Unpaid itaff ; 
who 9h overenthuiUitic itkHit their cap^bili- 
tiet and coiQmitipent to the program often 
burn out after aahori period of tinne. An Inter- 
viewer's gut feeling may be the only clue ai to 
whether or not the applicant ha& r«allitlc expec- 
tations about his 5r her role In the program. 

Above and beyond theie general criuria, there wilt be 
other Important iiiuei bearhtg on volunteer selection. 
Examples include differing agency policies on length of 
sobriety for former clients who with tp.work as volun- 
teerf , or the use of volunteer! ^ coui^selorr. 

Strattfy of Respome. All applications and Inc^uiries 
should be answered In writing. If the applicant Is auto* 
rhatlcally screened out after completing the Initial appli- 
cation, a note of appreciation and referral to another 
agency should be tent If the applicant warranu fijrther 
consMeratlon, a note outlining specific quallflcjitJons 
and expectations and an InvltatkMi to Interview should 
be sent. Following the Interview, a letter of ||^|ectlon/ 
referral or acceptAnce/invitatton to orientation jhould be 
mailed. Telephone Inquiries should alio be seqmnced In 
the same manner. If, during a converatk)n, It Is clear 
that the agen<;;y cannot benefit from the contribution 
offered, the pereon should be refemd to another 
agency. A sample agency referi^l form Is Included In 
appendix B. 

Documematlon. Toensire that program evaluation 
needs ahd unpaid aaff concerns are met, all Inquiries, 
initial actionvdecl$ions, and fdllowup should be dpcu- 
mented< The selectton |Min ihoujd incorporate a system 
of logging the Sjieclflcs of the entire selection process. 
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Including who is Sponsible for the documenutlpn and 
when. t>ocufnenutlon will ensure that no pottnlU Ufi*' 
paM iUfr members art loet In tfie shuffle. Oevelopmf nt 
of the forms and standard letters listed below will faclll* 
tate the selectbn process. Samples of each appear In ap* 
pendix B. 

e Interview guMe. Use of an interview guide will 
ensure that interviews are conducted in a con- 
sistent manner and that relevant information Is 
recorded. The sample Interview guMe sheet In* 
dudes space for documenting the date« length 
of the interview, name of the applicant, general 
comments, and ^commendations concerning a 
setKtkN) decisk>n. ^ 

e Logpf phone Inquiries A phone log will allow 
noutlon of kinds t>f contributions offered (lh> 
dividual volunteer, grouD service, special contH^ 
button, or donor) and the response each 
applicant receives (appAcatk^n fprm, referral, 
lnvlUtk>n to Interview)* This log and the Inter- 
view guide may be usedjater for program evalu- 
ation and personnel jynpralsal. 

• Community resource refKril file. A 

other coixununlty agencies should be available 
so applicants the agency cannot use can be re* 
ferred elsewhere. F^back ffbm these agencies 
(for InsUnce, their receptivity .to certain cate^ 
gorles of volunteers) should be incorporated 
into this fVe perkKllcally. Many agencies already 
hive such a file, so It may be useful to coltatK>- 
rate with other agencies in the devistopment of 
this resource. (See sample Ip appendix B.) 

e Correspondence and forms. Many traMictlons 
with potential volunteers can be h|rimd most 
efflc^lently with forms or form letters. Samples 
of the following are Included: applicatk>n form, 
- Including choice sheet and space for referencel; 
invitation to Interview; notice of acceptance/ 
lnvltatk>n to orienution; notice of reiection/ 
referral; and agencyvoiunteer Conttact (See 
appendU B.) 

"Vhe Interview 

A well-pienned, weli*gukled interview gives both the 
agency Interviewer and the applicant a chance to meat* 
ure each other *s needs, expecUtions, and mutual sulu- 
billty. The fjoHowing guidelines will be helpful 

e biecover the applkent Does the applicant meet 
the job requlremenu? How would the appll* 
cant*s prevbuf work experience, Interests, and , 
personality mbsh with paM staff and adminl« 
, / stratlon, and the agency needs Ih general) 

e Help the af»plicant to dlKOver the agency. The 

applicant wilt want to know more about the 
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agency AnU mi>fo 4bi>ut the i|me, «n«rgy, and 
r financial r^qutrtftiontt menikmed in thr f ir\t 

appNcani intnreit loner. 

* 

• Eitabilih InllUi rapikirt. Fet lingi lyf openn«u. 
. truit, and aciountjbility will reujii from full 

V ^dlfcloturfj of ifoncv axpacutioni or tht voluiv , 
tt«r. A frl«fKlly ^miotphert will open ihe door 
fo^ contlniMHJ r4ppiHt If tht 4i)plicant it 4i . 
cepttd, and \% gtmd public rekititinft evtn if tht 
a|ilk>lkant i> rejocied or roloifed tft another 

a EnfMt crIiMrU for tfkKtlofi. The n^o*t impori. 
ant goal of the iniervlew i%/of cour^, to d«cid« 
whether or not the applicant would be 4n auei 
to the alcohol agency either in the poiition de 
icrlbfd In the |db deH;ription that attracted him. 
^ or tier or perh4p% In an uninilcipated role by 
' comparing the applicani't quaWlcationi lo pre* 
viouily eit4bliihed criteria for \election. • 

• R«ach mutual declikMi. The final decision re 
garding lelection i% actually a mutual decision. 
The proipective unpaid itaff member may feel 
he Of *he doe* not hjvc the time, energy, or fi- 
nancial resource! required; may f^el Inadequate 
con<5»rnlng qualifications or past experience; or 
may have any number of personal reayni for 
wanting to v/iihdraw af>plicatlon. The entire 

] selection ^procew. and the interview in particu- 
lar.'thould result in a realiMically achiev^ 
^mutual deciiioaon selection and acceptance. 

Interview SJdils 

^ It may be helpful foe \\)ose assigned lo interview pro. 
* lpeictl\<e volunteers to review basjc interviewing skills. 

Th« following points may be helpful in postintcrview 

]ielf««valuation. 

• Liltf nlng . Did I allow the applicant to express 
hli or her interests without re^onding in a 
judgmenul fashion? Dld'l allow him or her 4o 
flnlih sentences? Did the applicant feel free to 
ask^uestio'ns? An occasional silence is all right. 
There are times when a person needs time to di- 
gest information. 

• Rtipondlng. Did I answer questions directly 
and succinctly? If i did not know the answer to 
a questbn, did I arrange to convey the informa* 
lion at a later time? Brief relevant comments to 
•olaHfy understanding of the exchanged Infor- 
mation are the most valuable contributions to 
the Interchange. 

• Queitlonlni. Did I ask questions primarily re- 
lated to the specifics of the fob description and 
applicant expecutlons? Did I anticipate how 
the applicant would answer? Did I allow the ap- 
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plicani to i^ipond to leading questions, follow 
areas of mutual interest and concern, consider 
options realistically, and make decisions? 

« Demeanor. Dic| I behave enthusiastically? Did I 
look inli^esied in iho applicant? Did I help to 
maintain a reailstic approach? 

If the interview Is comfortable, nonverbal cues (a smile, 
a nod, a questioning look) will occur naturally, This rap* 
port is what an inte/vleWer should hope to esUbllih. I( 
the applicant is accepted, a baiii for mutual responslblh 
iiy and'trust will have been esubliiied; If Oie applicant 
is referred to another agency, good public relations and 
flexibility concerning possible future utUliatlonof the 
applicant will have been achieved. A sample Interview 
guide'is included in appendix B. 

Develop Orientation Plan 

Orionutlon entails all Information that all unpaid st^ff 
need to kiiow in wdcr to m^ke a decision to contribute 
their time to the agency. Separate from sklirdevelopr ^ 
jnent or ongoing staff development, orientation presents 
an overview of program policies, benefits, and responsi- 
bilities applicable to alf unpaidtiaff. 

Below is an overview of what should be covered in the 
volunteer orientation plan. 

Content 

The develotTmcnt of a volunteer handbook containing all^ 
of the'following information would be desirable; how- 
ever, if preparation of a handbook Is not feasible, suffi- 
cient time should be scheduled to cover each of the 
fc^HoWing areas in a group meeting. 

• Program policies, especially those that directly 
affect the unpaid suff. These >voMld include 
regulations concerning confidentiality and In* 

- su ranee liability, diKuyk>n of the volunteer* 
agency contract, **volunteer rights" (see umple 
draft in appendix B), program evaluation and 
personnel appraisal, volunteer sutus (for In* 
stance, probationary contingencies), and agency* 
wide staff responsibilities. 

• Information regarding transportation and refm* 
bursement. 

• Announcement of upcoming events, locludlng 
preservice and inservice araining content over- 
view, unpaid sUff responsibilities for attend- 

, ance and Ctntributlon, and date of actual 
placement. « 

e A tour of the facility ant) introductory meeting 
with paid sUff and administration. 

• Unpaid suff's questions arid feedback. 0 
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LoiUtici 



Olhar Outcomtt of Training 



Aft wUh lh« ^•Uctki.n pUn, th« uHenuilon pUn ihniild 
Uke Into co(iftlderitlon tnt rviourctfi and ctNiitrainti of 
time. moii«y, people, 4nd %pico. The interview lugiitlct 
cfiKktUt tn ippemtU 8 cjkn iiio uied as a romlnd^r for 
ippllc4bl« Itemi. Priui to impl«nrv9nt«ition, a checklist 
tiilliKtd H^cltlcally to the individual Agency'«prlent«tion 
pl«n thiHild developed. 



Design Training Plan 

Training i^ part of the agency'ft re^ptiniibility to all uh- 
paid itaM and is included on every JUt ot factors essen* 
tial to the development of an effective voluntu|*r program. 
The comments In this tevtion pert4in particnjlafly to the 
training of the individual volunteer working as unpaid 
staff Of} a regular basis for a pt^riod of at least 6 months^ 
but the principles and planning sequence are the same 
for all volunteers. 

How Training Fits In 

A training program must b^ designed with reference to 
all the contacts made between agency and volurUoer. 
From recrultmi»nr througlvtelection, orientation, and « 
preservice training to insorvicc training, opportunities 
are available to help the volunteer prepare to perform 
his or her job effectively. Different trainhig goals vWi 
apply #t different stages. ' * 

• Recruitment, selection, and orientation help 
both the agency and the volunteer learn enough 
about each other to make a decision to work 
together. 

• Preservice training covers the knowledge, atth 
tudes* and skills the volunteer needs to per- • 
form the fob. 

• InservicjO training helps the volunteer to improve 
his/her effectiveness and to assume jobs of dif- 
fering or greater responsibility. 

Each stage should bulhl on the preceding stage t^avold 
unnecessary^ duplication. Generally* the areas touched or^ 
in each stage jure similar^ i>utat each succeeding stage the 
material included becomes more specific. Regarding the 
problem of alcc^Ol abuse and alcoholism^ for example, 
recruitment Information would cover an overview of the 
problem, current efforts to Combat lt» aru^ the agency's 
role In that effort, Orientation would emphaixe the 
known facts about alcohol abuse and about its preven* 
tlon and the treatment and rehabilitation of those with* 
the problem. Trj|lhlng would focus on establishing a 
helping relationship with an Individual who has an^ 
^alcohol*related problem. . 



Askie from the purpoies of training already mentionedl-^. 
volunteer selection and preparatioiv for the task to be 
pel formed traTning^as other outciMnes, 

• Training Is |ood public education, rhoiocople 
/ who participate will be better informed about 

tN problems of alcohbl abuse and al(;oholisni 
ah\j the attempts to combat those problems. 

t Training Is good public relations. It (ntorms 
peiH>le about the agency and itscontribulbn to 
the con)munlty. Training participants are in'a 
er position to interpret the agency to the 
community an(( to u)liclt support through con^ 
trl^utibns of money, gocKli, and services. 

Tra|i}mg programs of good quality aid in re- 
^^enrtting more volunteers. * ^ 

• Training sessions provide an opportunity for 
volunteers to begin to bqlld individual confi- 
dence and mutual support and enthusiasm. 

• Th0 helping relationship established between 
volunteers and staff during the training period * 
h the beginning of a constructive. suporvlilon 
process. ^ • * 

Objectives 

The objective^of the formal prcseryicg traif)lng program 
are derived from the job dcKriptlon and from the needs 
of the volunteers who arc selected to fill the position. 
Although the training program must be planned before 
it is known exactly who the volunteers wH I be, the job 
qualifications and the selection criteria developed by 
the staff will help to cnsate a preliminary profile of the 
prospective trainee. Inform at k)n gathered Yrum applica* 
tlons and personal interviews will confirm the original 
estimate of need or provide direction in making modifi- 
cations in the training plan. The key word is flcKibillty^ 
being respdhsive to the ideasund suggestions of the vol^ 
unteers themselves as trji(,ining proceeds. 

The objectives specified for the training program will 
probably fall Into one or more of the following categor* 
les: knowledge, attitudes, skillv Knowledge is informa- 
tion about alcohol, alcoholism, treatment, community 
resources, and the agency program. A sample objective 
in this category Is: 

When asked to des<^lbe the agency's program, the 
volunteer's response will IfTtlude an accurate states 
« * ment about the program goals, services offered, 
client capacity, suff size and capabilities, and an* 
nual budget. 

Attitudes or opinions about various issues are based on 
an Individual's wiiut% and beliefs, and attitudes affect tie- 
hiyior. For examfile, the Individual who believes that 
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drinking li fvl) anij immorAl will probAhiy ho cunurain«il 
In hii or her b«h4vlof u^^^rd lho»^ who drirtk «von 
IhoMlh th» ctmnloo* Int^ntiofh* lo helpful. 

AU)lud«» change %lowly. An altitude baieU im f«ilie In 
formation can u)metinie% he changed J:)V iurretl inlor 
m«tkin. UtKimton ot cme^ atlUikl^i wllh olhen e^ 
cKinging vlew%» exploring the reUlonthipft of atti*tudei 
And behavior, and examining al^rnativei often lead* 
to greater change. Ixr^rience generally ha% the heavieit 
(rflpact on attitude change. 

The primary goal and mwx de\i{abte outcome of a pre 
wwkv gaining program K thai trainees will become 
more awart ol their own attiludei and the relaiioti bo 
iween ihoie attitudes and their behavior. A umple ob 
iective in ihii category ii 

The vofuntoer will demonstrate .in aware nesi iW 
how hi% Of her own attitude U)waid drinking and 
drinkei% can tatilitativor impede a clicni'i recovery 
by diitinguii^iing between potentially positive or 
negative practice! from alist of itJtements that de- 
% * wribe typical situations in a treatment program. 

SKiHv the third category of obiectlvet, involve the tech- 
niques a volunteer must have to perforpi the job, soch as 
answering the telephone* making an appropriate referral, 
or developing a helping relationship with a client A sam 
pie obiective in this category is. 

The volunteet will make an appropriate respt)nso 
to six or eight typical client questiontVx state 
mentsinahypotheticaUituation. Appropriateness 
„ will be ludged by tiainer and other volunteers us- . 
ing a set of recommended guidelinev 

Training Methods 

The methods used in training wilt depend upon the train 
Ing objectives. Also, methods should be selected with the 
following in mind: ' , 

• People learn best by doing ^ 

• Adults bring with them a wealth of knowledge ^^f 
and experfence; tap this resource by ir>cluding 

in every session an opportunity for volunteers 
to raise questions, share their reactions, and div 
cuss itsuel For this purpose, groups of four to 
si^ people r>ermit maximum participation by 
pach member. ^ 

The purpose of th^Mssion and how it relates to 
the volunteer's role and to previous and subse* 
quent sessions should bo made explicit at each 
iession. 

« IndividuJils differ in their learning styles and 
preferences. Therefore, uica variety of methods 
Within one msion and throughout the training 
program. Thii strategy alto maintains interest 
and reduces fatigue. 



Matching Mffthudt 4nd Objectively 
% 

f or presentation of Information, choOM» a Itecture ai the 
laM alternative A visit to an agency li much more effec- 
tive than a verbal description A Aim can dramatUe the 
nature and exteni of a problem with greater'lmpact than 
an oral presentatii>n. If a lecture is used, keep it ibort; 
ijUi\trate it visually with diagrams, key words on a f1lf»^ 
chart, or «lides; at>d provide trainees with a written sum* 
mary of the key points at the end of the leision. Sample 
situations or case studies give trainees an opportunity to 
apply the facts they aro l^earnlnjj, Tltey can stimulate 
questions and increase understanding^ 

MethiHis suit4)le for objectives relating to attitudes Im 

elude group dlKusiion, role playing, and self^dlscovery 

or self assesynent questionnaires. Arelaxed, non|udg- 

mental atmosphere should be established foreff^tlve 

attitude exploration. There are no right or wrong answers 

in this area Rather, the f(KUs Is on exploring the range 

of attitudes in the group, how they rplate to the volun* 

teer rt)le, aikJ alternative ways to handle those attitudes 

that might inieiferc with effective performance. 
« 

Methods appropriate for leamlfil skills generally fnclude 
dcmonstratioh, practice, and feedback. A demon>tratlon' 
of the skill provides a model. Practice and feedback per- 
mit the trainee successive ihances to approximate the 
n\|^lel performance with guidance from the trainer and 
the other trainees. If available, videotape and audiotape 
offer the advantage of allowing the trainee to see and^^ 
correct his or her own performance. 

Logistics. Well-thought-out physical arrangements fof 
the training prograrti set the climate for learning and con* 
vcy the seriousness with which training is viewed by the 
agency. f 

Space. Aside Irom the obvious considerations pf light, 
comfort, good ventilation, arid roominess, the training 
>pace should be free from distractions and interruptions. 
It should be able to accommodate audiovisual equip* 
ment if this medium is to be used. Can the room 
Ih* darkened to show a film? Are electrical outlets con- 
venient^ Will the screen bo clearly visibic to all? 

The training location should be selected for ai(ce»ibillty. 
If suitable space is available In the agency, tht) will facili- 
tate staff participation. The location should be conveni- 
ent for volunteers using public transportation and private 
automobiles. 

Alternative sites for training Include other social service^ 
agencies, churches, local universities, and libraries. Some 
business organizations have meeting' rooms that they 
.might be willing to make available. Whatever site Is chosen 
should be available for all sessions of a given tralm 
ing cycle. 

Timing. This factor includes two considerations: when 
and how long. Wben will depend upon the volunteers 
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who will N atundlng. tvtnlngi will bt mpit lulUMt for 
thoM employed full time. MiKnlngi arul afterruKkni miy 
be preferred by others. If It is not possible to find i tlmi 
when everyone can come, or If the group Is too large, 
two simultaneous programs will utually accommodate 
the needs of everyone. 

Customarily, preiervlce training takei a maximum of 10 
hours. Training idhedules from a variety of volurrieer 
programs show this time divided over three cOniecutive 
evenings or a day and a half, or allocated Inttrmltttntly 
over four or f Ivf eveningi In a ^w^ak pVlod, Gf narally 
the aim is U> complete prtsarvlce training In ai thprt a 
time as possible ^ lustaln thi voluntteri' tnthuilaim 
and to place them In their aisigf>ed jobs with dlipatch. 

Inservlce trlining can occur on a weekly or monthly ba- 
lls for 1 to 2 hours per seuion and may be allocated 
among several activities: 

• an individual mei|tlng with the staff supervlsorr 

• a tmall group mejbting with topics selected by 
volunteers or tra|ner; 

• foliowup meetings with the volunteer coordi* 
nator, especially in the eariy weeks of service, 
to dlKuss yolunte^s* concerns and special 
problems; and/or 

• attendance at staff meetings, open A. A. meet- 
ings, and edt^cational meetings offered by other 
local agencies^ 

A description of a specific volunteer prograrQ and its 
accompanying inservice training design are included In 
appendix 6. 

MiKellaneoUi. Name tags should be provided for every- 
one and worn at every session. At the first meeting of 
the group, time should be set aside for a getting* 
acquainted exerciM. This activity is Important not only 
to Introduce participants to each other bu^ also to accel- 
erate the pace at which parjticipants become Involved In 
and make contribution! to the sessions. 

' Simple refreshments offered priorHcr and midway 
through tach session establish a relaxed, social cllmatie 
and help participants to become acqualntttf Informally, 

Staffing 

In addition (O coordinating the design and logistics of 
the training program, the volunteer coordinator provld#| 
continuity for all sessions by greeting volunteers, Intro- 
duclng-tralners, and linking sessions The training mi- 
slons provldf an excellent opportunity for the coordi- 
nators to get to know the volunteers and to eiubilih the 
relatkinship with each that will ease tha tranlMbn firom 
newcomars In the agancy to experienced, unpaid staff 
members, . * 



It Is advliibia to hava a sHond person available to attefid 
to such mattart as takljntattendanca, prepM'Ing coffaa, 
distributing materlals(and taking mesiagas, ^ 

If small group discussion leaders are needed, they may 
bt racrullid (jfom staff and, later on, Arom experlanctd 
yoluntaart* This group should ba salected and prepared 
Will In advance of the first seislon. This Involvement of 
paid unpaid staff In th^ preservke training program 
wi|l fOr,thar faclliUte the transition and Integration of 
new volunteeni into the program. 

Rfiourcol 

As a njie, the amount Of money available In an agincy 
budget to support staff training Is small The amount 
available for volunteer training will probably be even 
less, daiplta the Imoprtance of such training. This fact 
will ehailapgi tHe Ingenulty^f the training program plar 
ners to deliver the best training possible for tha least 
amount of money. 

The <i^nliational resources Identified during the ex> 
pioratlon phase will be of great help In getting started. 
Some will be close to home; others will b* far afield. ^ 

e Start within the agency. Parhaps a suff member 
has training experience that could be tapped, 
t Others lAay be interested in learning more 
about training. They can help in the design and 
may sarve as small group leaders. , 

e An experienced trainer may b^located M a 
nearby university. In an already established vol^ 
^ unteer program, or In the State alcohol agency 
or volunteer bureau. This person could be In- 
valuabk In helping to dasign the program. 

a Once the program is designed, the next step Is 
to Identiify thg people and materials you will 
need to deliver the training. 

e Look for existing programs In similar agencies 
that might be open to your volunteers. 

e Does another a|incy have similar training 
needs? G>uld you team up? 

a College faculty and students may donate their 
time to develop audiovisual materials. 

a College libraries may lend films and vkleotapes 
from tfieir collectl^s or obtain them from a 
larger univWslty film library. Check their 
catalogs. 

a The National Ciearlngljouse for Aloohol lnfo^ 
matlon provides free lAmphleu and other ma- 
terials on request 

e For certain purposes, experienced volunteers 
and former cltonts may combine^ the experience 
and necessary capability to contribute to the 
training program; 
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TMi If Qiily a bftlnnina Iht. Namt s ml addrttm of or- 
'imlutloni to contact and luaiaiM m«t«ria)i vt IImmI 
In Mtton V. 

ForiMl Rfcofnition « 

Soma Apnclat mark tha and of cha pniarvica training 
pn^yn with a timpla cartmony. A briaf walcoma lo 
tlio aiancy by tha diractor or board pniklint, followtd 
by prvMnUtkin of nama pini or othar idantlfylng 
bftdfai, l» ona poitlbillty . 

Follpwup 

In addition to the Iniaryica training luggattlont lltttd, 
othtr formal and Informal opportunitki ihould ba pro- 
vkM to volunliari. 

a Invltatham to UM tha agancy library. 

a Oiitrlbuta a raading Hit of ralavani fiction and 

nonficilon/ 
a Includa lhain In rtguUr agancy iniarvlca 

taubni. 

a Attandanca at lummar Khoois of alcohol stud* 
las will Incraaia Iheir knowladga of and invoke- 
mant with tha fiald at iarga. 

Evgluailon 

Evaluation of the training program may ba simple or 
alabof ata, dapanding upon the ratourcas availabia and 
lha pnclslon of the data that k naedad. Again, thl local 
unNtrslty may provkJa facult/or graduata students who 
would assist In this activity at little or no cost. 

At minimum, training evaluatbn should includa 

a observation of trainees' attendance, level of par- 
ticipatbn, and overall reactions to each training 
seslion; 

a ^written feedback from trainees on the value of 
training at the end of the last session and after 
-^a 3- to 6^onth interval; * 

a observation of volunteer performance on the 

lob; 

a reports of paid staff regaijJing volunteer per 
fbrmance. • 

Sample evaluatton forms are Included in appendix B. 



Devise Evaluation Plan 

^ . 4l ■ ' 

On the diagram illustrating tha process of volunteer pro* 
gram dayelopment; the evaluation plan it tha iaat step in 
the pNot prorini design phai^. This does npt mean that 
no thought Is given to eyaluatbn until this point in pro* 



r«m dealfn; on the conuary, as polntad oat In secUon I, 
evaluation must ba a oontlnuous process from the begin* 
ning 9f proram develdpn^ht. What miji^t be deicrlbed 
as an appraising haMl of mind should cause one to 
aiumlne the effects of plans and actions at frequent in- 
tervals even as the planning and implementaik>n are in 
progresi* 

The Interweaving of evaluation with plans and actions Is 
reflected throughout the gulde.'The end of the exp^ora- 
Ikm phase Is a checkpoint at which to aiaesa tha 
thoroughness amt af fectlveneu of the efforu to lecure 
agency and suff commitment to a volunteer program 
and (o explora the i^lblllty of a votunteejgprogram in 
the agency. Eviluatk)n Is referred to throughout the pi- 
lot program design phase in the discussions of pro- 
cedures, rtpruitmerit, selactlon, orlenUtk>n, iir>d training 
plans. Reference Is made in each step to t^ie relatlonihtp 
between that slap and evaluation and to the Indicators * 
of succeu of die design and Implementation of that step. 
For example, recordt are eaiehtlal tools for die col- 
lection of quantitative evaluation data. The cornplete- 
nets, accuracy, and relevance of the daU conuined in 
the records will be a measure Of the attention given to 
the design of die records and the procedures for keeping 
them. . 

The commenu in this sectbn will peruin primarily to 
evaluating the pilot program ^fter voJunteers have been 
working for at least 6 montht. This evaluation effort will 
lead to conclusk>nsand recommendatkms about the fu« 
ture directbaof die volunteer program and the modlfl> 
cation of the pilot program design necessary to strengthen 
the program. 

Obiectivet , 

The evaluatton plan has two sets of object^es. Fifst, the 
objectives specified for the pi|pt program determine 
what to look for a Indlcatkms that program objectives 
hav^ been achieved. Second, 9biectlves can be specified 
for the evaluation plan Itself. 

Tha first program obiectlve Is to determine the extent 
to which the progritn provides satisfying, purposeful 
work for unpaid sUff; die second is to determine 
whether the program is to be continued. 

What to Look For 

The evaiuathm plan should specify forms and procedures 
for collecting bodi quantiutive and qualiutive dau. 
QudhtitttWe daU Include those tfilngi diat can be 
counted: dollars* hours, and people. Qualitative daU in< 
elude how paopte feet about the prbgram and how they 
perceive It. Botti are equally JjMorUnt. The program 
may be extremely efficient i^prmt of d>e niimber of 
volunteers recnilted and tninad per ddlar spent, but if 




voiuntHrt art dliutlifM or olltnto do not i 
profram li htli^fUl^ ih$ ffflctoncy of th« j>([0|r^ ii 
waittd. On thapthtr hAnd» If fVfryoot U HtUrifd and 
happy but tha loit of tha proram axcaadi tha afancy'i 
raipurcai lupport It, a good progTAm is very llkaly to 
ba dilconlinuad. 

(^lintltath^ Oau.Th« ra<;ords of tha voluntaar proram 
ihould ba daiignad and malnulnad to ylald luch lnfo^ 
matlon as: | 

• Iht numbar of hours of vokintaar tarvlca^ 

• tha numbar of staff hours spant In supervision 
and training (ask both staff and volunteera In* 

. dependently how much time they spend 
together), * 

a the cost of sufiportlng the program (coordi* 
n'itor's time, training costs, reimbursement of 
expenias. materials, production, and to forth), 

a the number of clients served, and j 

• the numt>er of volunteers who leave before the 
end of their commitment. ^ 

^Ith this information, program statistics can be de* 
velopad regarding 

• the ratio of staff hours to volunteer hogrs (one 
program sets I to 1 5 as an accepuble standard 
for a fully operating program)^ and' 

• the ratio between the value of volunteer service 
and the cost of program support. (The standard 
for the dolla^lue of volunteer time in one 
program is 13 to |4 per hour; a more accurate 
figure. If a prevailing wage Is known, is what the 
agency would have to pay per hour for equi- 
valent services.) 

QuallUtlve Data. Informal observation and listening are 
two of the most usef]u||method$ for collecting infonria' 
tbn about the program. At meetings, during train|ng«oa.. 
the job, and in casual converutions, what people ilo and 
say provide valuable clues to the health of the volunteer 
prpgram. 

These Informal obiervations can be checked by sMple 
forms or questionnaires completed by staff, volunteers, 
and clients. In addition, the Planning Committee Check* 
list In appendix A can be adapted for evaluattnf continu- 
ing commitment to the program. A fj^rtn suggestl»d 
form is a checklist for evaluating ad^lnistratlW|m>ce- 
dures, to ba^ com plated Independentif by the volunteer 
coordinator, members of the volunteer committee, and 
the agency director, and then compared. Sample forms, 
in each of these categories are included in appendix B. 

Retoufcos 

Plan to get extra help to perf<>rm the evaluatk>n tasks* 
Expert guidance In (^||gning the evaluatk>n may be 
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found ar^g local unlversltyt^facMUy with experienertn 
research and tvalMatbn and Hie Area Alcohol Education 
and TraMng Program. Volunteers can help with record* 
keeping; tabulation of data; and distribution and collec- 
tion of staff, volunteer, and cliel|^actk>n forms. 

There are two imporjiaht things to remember about 
evaluation: 

e Do It no matter how limited the resources; in . 
evaluation does not nave to be technically 
perfect to provide useful informations 

• AciAut. When you have the Information, put 
it to vml^mmedlately to strengthen what is 
good and Improve ^hat can be better; Dp not 
forget to let people know what the evaluation 
^ results are. 



Plan Budget 



Throughout the pilot program design phase, the volun* 
tefr c<A>rdinator will be responsible for planning the alio* 
catlor\^ of the t6tal amount of money allotted by * : 
the board to finance the volunteer program. Some of the 
total amount mi\y already be committed for the volun^ 
teer coordinator's salary and Insurance coverage. The re* 
mainder must be apportioned among expenses such as 
consultant fees for conducting training, purchase or pro* 
ductk>n of materials, reimbursement of volunteer ex* 
penses such as transportation, special siigptM needed fQi» 
program activities (refreshments, craft supplies, and so 
forth), and salaries pf other paid staff connected with 
planning and implementing the volunteer prpgram. \y 

As program design proceeds through planning of pro* 
cedurea, recruitment, selection, orientation, training, 4md 
evaiuation» the selected approaches must take Intpac- . 
count the limitatbns impdsed tiy the budget. It may be 
necessary to modify decisions made In one or more 
areas. Tor example, it might be determined that funds 
would be better spent ^o reimburse expense^of volun- 
teer staff than to hire a consultant for the training 
program. 

One alternative when funds are limited is to elicit dona- . 
t|ons ofVrvlces, such as printing or reproductk>n of vok 
unfeer program materials, or of materials and equipment 
such^as paint, paper, or recordplayer. 
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SECTION IV 



Impiemontatlon 
Plan 
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This stctlon cohctrnii puttihg tht pilot voluntMir pro- 
gram into action, Impkmvnution Is tht tasting of all 
: : tha plani dtvalopad in tht pilot program daslgn phaia: 
^ln| tha )ob das^rlptlons; initia^ng voluntaar program 
procadurat; launching racryitmam, saiaction, orianu> 
tion, and vainliig 6f voluntaars; avaluating how wall tha 
program is achiaving goals aml.ob|activis; datarfninirig 
^ Whathar or not to axpand tha voluntaar program bayood 
' tha KOpa of tha pttot program, and» If so, whathar atr 
.not chan|M should ba mada in my part of tha program 
*daslgn. . 

Tlia p^Qot program tmplamanution j^cla fjl^ld ba & 
lima of coittinua^chacklng. 

.# Which pco|r|m goali arid objacthfas naad ad* 

lasting? - 

.\ a Art tha plans and procadurasflaxiblaanough? 

• What is baing )aarf>ad that would indicata a 
naatf tp ravlia admlnistratlva procaduras; rt- 
cruitmanit stratagias; tha la^tibh, oriantation, 
and tratntog procass; and/or tha budgat? 

• HCMiy hay» suff and.cllahts baan aff^ctad by tha 
afforts of voluntaan? 

a How is voluntaar morala? 

• Which voluniaars ara raady fot laadarship rolai? 
Fornaw asslgnmaott? 

a What art \ht indicators of program sucoass 
whkh tha board 'mambart will want to haar 
about bafbra racc^mrhandlng axpanskm of tha 
prc^am l^^'ond tha pilot phasa? 



To aid in tha succaasful in^^lementatlon of the pilot pro* 
gram, a discussion of^tafT orientation and volunteer re- 
cognition is included in this section. ' 



Orient Staff 



Orienting staff to the use of volunteers Is a communlca> 
* tions process that begins.wlth staff representation on the ^ 
planning committee and net er ends. Without an orienta* 
tl6n procass-and its outgrowth of staff comnjitment 
and support of the volunteer pregram-the pilot volun- 
teer prograrn^nri6t succeeds ' 

Objactivaaof su^orienutjon are 

a to davalo^*aU||[jjnderstanding of volunteer pror 
grams and, u an outgrowth of that understand* 
Ing, staff commitment to and support of the 
proposed program; 

• to encourage and enable*staff to take re$ponsi> 
bility^ both professional and personal, for the 
success of the program and to derive satl^fac- ' 
tion from thai r]»sporVsibillt^, ^ 

a. to develop between staff and volunteers a 'Work- 
Ing and positive partnership In the offering of ' 
services to clients; 

• to achieve fhahges in attitutles through the f^c* 
change of inforn^ation about volunteer effa^ 
tivaness (there can be no staff draining un;if 
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IMPLtMEl^TATION PHASE 6 to 9 momh» 




rMPLEMENTA^ 
TION 

RECRUITMENT 
SELGCmN 
QRIENTATION 
TRAINING 
EVACUATION 
PLANS 



RECOGNITION 



i 



4'^ 



gRJC 



th«r« i% enough inicreil in volunutri lo 
«ruurt a <^imftiam«nl to Ivdirning about thtm); 

and ' * ^ 

J ' 

• 10 dovolop a priHitfu iit nogoliaiibn and com- 
rnuniiallon bvlwcen \laM and the volunlror 
coordhiarnr to doa( with mutgil concemi about 
volunlmfr/tl4f( rtflatkin%hlp% ami volunteer pro- 
gram otfoctWonu%». ^ 



Staff Concerns 

Spvcitic itaff concerni abhui vltunte«rs inctudi the ftan 
that volunietr^ wHI not b« pf^ftfctivt^ with clienit and may 
actually harm them; that ihe^own profetiional status, 
p«rhap% still b^'lng deHsrhiin«d. will btf utuittrmin^by 
voJuniccr\; lhal Ih^y will low cO^^WOT voluhlwrT^' 
c«MM (hoy arc unpaid and thcn^furt unaccountable to 
the staff and thv agency; that volunteers will 
and judge the day-to day realities and perhaps Inade- 
quacies of %taff elfof ts and talk publicly about ihom; 
that something m>it tl)e volunu^cr makes the world a 
little more unmanageable, moit} difficult to cope wlth;^ 
and finally. Matt rtiay be relu^unt to articulate their . 
conflicting feelings .ibiHJt volunteers, to crificiie well- 
Intentioncd. niic people whoI^P^vtng their time for 
tree. 



through stai^rienijtion activities. 

the volunt'cvi coordinator takes primary responsibility 
for the orienlation of staff to volufiteers. although much 
Initial orientation work will have to be done by the plan^ 
ning committee prior to the selection of the volunteer 
c6ordlnatof Others assisting the volunteer coordinator 
will be those staff members who have had enperl- 
ence with volunteers, veteran volunteers, and* when ap 
propriaie, oubtdc experts in communications. 

Orientation Phases 

Staff orientation and training cao be considered and 
plannc*d in two ph,tses corresponding to volunteer pro- 
gram planning phases, preprogram orientation.at the ex* 
ploration phaso^ind program orientation and training at 
the pilot program design phase. Preprogram orientation 
will include;, 

• representafton on the planning committee; 

• contribution to the selection of the volunteer 

coordinator; . ^ 

• ventllattbn the exploration of lrl||ial si 
^^udes in regard to volunteei's ari|pie I 

flci^ttitn of staff receptive to ^^king with 
volunteers, . ' ** 

iucntificatk)n with volunteers activities and 
role playing exercises designed to encourage 



identl- 



iUff tg Identify with volunteers and Ihelt 
roles; 

• information actlvltkis and sessk>ns designed to 
^make available to staff d^ta on tfse positive im 

pact uf volunteers in agencies, descriptions uf 
. well-managed volutiteer progrimsi and the 
variety of volunteer roles and fun<^tloni; and 

• staff needs identification and volunteer job 

processing-activities designed to elicit staff 
needs and corresponding potential volunteer 

iobs 4nd job description^^ 

PiOgram orientation and training at the pilot program 
design pha»e will include 

. — ^ p i l o t p r o gram design a nd pro c e du re s inf m m a " " 

tion sessions to inliKm staff of the specific 
structure" of and procedures for^ the pilot pro* 
gram and the varbus plans relating to Its Imple- 
mentation; , * 

• It <r* 

• staff training in the form of regularly scheduled 

^ small group meetings with staff to continue ori< 
entatbn to volunteers and for developing posl* 
tive staff/volunteer relatk)nships; ^nd 

• staff supervision of volunteers a series of trafn^ 
ing sessions for staff who supervise volunteers 
directly. 

The rationale for staff representation on the planning 
committee and for staff involvement in the selection of 
the volunteer coordinator has been addressed, but. to re- 
iterate, those involvements arc "first steps" toward the 
achievement of staff commitment annl involvement in 
the volunteer program. 

Ventilation ^ 

Informal "rap" or "ventilatiort" sessions, facilitated by 
the planning committee coordinator, should be sched- 
' uled at the outset of the exploratbn phase. Sessions can 
be continued throughout program development and can 
include volunteers as the pilot program is implemented. 

Smali group sessions of from 5 to 10 st^ff mpmbers will 
allow the faciliutor to begin to inform staff aboutthe 
use and effectiveness of volunteers, to deal with in* 
* dividual staff attitudes about volunteers, and to identify 
/fiose suff members who may <later want to become 
/ more hAvily involved In the volunteer program. 

1 Initial iesslons should be limited to staff only. The ad- 
\ ministrator can be present at the beginnirUg of the first 
^ session to de/npnstrate his or her support of the utilisa- 
tion of volunteers. ^ 

In the first session, the facilitator should create an at- > 
mosphere allowing open, honest, critical discussion and 
should ple4|e^confldentiallty. Initial discussion can be 
centered on^^lc misconceptions about volunteer roles 



md, tffictivvotii teMd on lack of InformtUon about 
vokintMrlim. Th#M polntt tfiould bt madf ; 

• VplumMTi lupfMtmaiil Hiff; thay do hoi rtV ' 
plaoa ittff. Vohiimifi #Ml#nd lUfT capabilltlai. 

• Ba^iuiiraiyfilMi^baluuatKHiiw^ 
th#y cifi do |u|t about anythln|. So ro|ardl#M 
0jJ^9ii It naa^ by lUff, It It Ijktly that 
tomaoof can ba fouml who j^an do It. 

Idomlflcatron wCth tho Voiuntotr 

Ai a aftntlnuatlon of tha vantllation lauloni. tha facill- 
Ulof can bag In to aiilit itaff In IdantiiVIng with volun- 
taart and thair rolaa. Fraquantly voHiniaari and paid 
staff cita similar raaaons for choosing to work In tfyi al- 
cohol flald< An orlantatton axarclia th^t ancbufagai dil* 
cuiilon and com|>artson of voluntoar and paid" staff moth 
vation Is ona way to Mlustrata this parallal. Tl^ls axarclaa 
hatpt' to craaia solidarity In a halping afancy and, hanca, 
aasa tha Intigratton of voluntaan Into tha agancy. In ad* 
ditlon, uhdantanding staff invblvamant Iniha /laid and 
undaniUHlIng tha voluntaar*i nead to con^lbuta in 
ganaral m«y uncovar itrataglas for racoinltion|of paid 
and unpaid suff. f 

Analysis of raaiorts for Involvamant il^icovars two main 
motivations among voluntaan; a particular intarast In 
alcoholism sarvlcas and a primary Intarast In voluntaar 
Inicpar sa. Both groups have basic jmotNations Cor 



inggP^r sa. 
In^K^ant. 
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Caitar Daval<^;mifnt. Attalnmant of knowledge, 
skills, and conucis In tha alcbhollim field may 
Improve chancas of pakl or utipatd job advarwf- 
mant Volunteer work may be applied for 
credit In a collage. o)r university program. 

Paraonal RjSiponsiblllty. An Individual who 
once had ah Alcohol-related probfehi, or knows 
someone close who had or hte such' a problem 
may want to pay a debt to the field for 
panonal recovery or learn more abcMit alcohol 
Ism and the available resources. 

Social inlafictloh. Volunteering rhay fUlflll a 
need to belong* to iponform, to gain civic recog* 
nitlon, or to meat new people. 

Starch for idatitlty. Soma personal naeds-to 
fill a void, to fill time, to fdel creative, to com- 
mit onesalf tp a causa and feel worthwhile, 
to understand oneself better through under^ 
standinf of othars-^^ara fulfHied by volunteering 
Inan amholism agancy/ 

Mlicallanadiua. 'Trigger events"-a talk with a 
friend in the fDsId, reading an article about al* 
<oholism, or rasponiling tq a recruitment plea-^ 
may spark one*s Interest In volunt^rlng. This 
Initial, sometimes undirected, Interest and en- 



thuslasm* If tncouragid and approprlaialy util* 
U»d, often leads to lonrterm commltmlnt. 

Another approach to analyting motlvgtbns for vol* 
ufiteering Is diKusiad In Votufttfm Twhy by Harrlfl 
Nay lor. The complete citation for this book Is oonulMd 
In tecikm V Mf^^ Comprehansive Plannlii|: Ovirvliw^ 

WItKin the br(>ad daftnlllon of the yoluntear-dhyona 
who does something for his community bacauM hf wanl| 
to^ staff tan discuss their own experlentfs k% voluntaan 
They can analyxe their own contrlbutlonvthaDr raltllon* 
ships as volunleers with agency staff^ and th#lr owb tf^ 
fectivtness as voluntaars. Also valuable would ba to link , 
' ^ stafTs experlenca either as voluntaars or college In* 
tarns to thatr c*r#er daclslons or to paid Job status. 
Drawing these parallels will help suf^ict view tha volun* 
teer as le|i alien or ihraaip nlng to suff. * 

Suff can also attend voluntter pr6sarvlce and Insarvlol 
* orientation meetings* Rap saislons can 6e scheduled with 
staff and with veteran voluntaars althar from the igancy^ 
or from another agency nearby. Open discMSskin wtih 
veteran volunlpars will help to allay staff siaraotypas Of 
volunteers. Sessk>ns can also be designed to allow stiff 
^ to axchange views with suff from agencies that hav« 
^ wall-managed volunteer priigrams. , « 

Infonmition 

Data on the positive impact of volunteers on ciienti in . 
^ wellHTianaged volunteer programs, volunteer roles in r#* 
latlonship to thijse of staff, and the varieties of voiMntM* 
roles can b9i)rovkied to sUf f In sessions deslfhid soMf * 
for th^tpurposa. Altema^ly« ot adil|{onally. It may ' 
be Incor^ated In the design of other ortenutlbn*actlv< 
Itles, such as, the initial rap or ventilation session. » ^ 

Staff Ntodi Identification and ^ 
Volunteer Job Procoasing ^ ^ ' 

Activities design^ to elicit needs of suff In the explore* 
tlon phase of program planning Include the **|Qbs waVa 
doing" and "jobs we want to do" and the needs overlap 
analysts in the het(\lng process (NOAH) procedures da* 
scribed In section 11. these formats can be uilored or 
modified to meet individual agency structure. 

Progrim priohUtlon and Training 

This orientetlon Information can ba dissemlnatid In 
large grcHip seulons pripr to pilot pn^pm Imptemanti* 
tlon to fiirnish sUff with the c^suiu of all planning In 
the exploration and design phases of program develop- 
ment. It should cover the specif iai of thf propo^ pilot 
program including its structure, goals, and objectives; the 
procedufes and plans developed to Imptatpent It; ahdjob 
desc^tions^ forms, and contracts. 
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Staff Tralnlni 



rtpiltf lUf r InMrviM or prtitrvlcf mating t6 coniimU 
unff orl«nUtion to tht utr of voluntMri and to 
with dINIcuttIti In lUff/voluntMr rvUtlonihlpi 41 thty 
iriia. In addUbn. iht coordinator ihould Kh^dult r«||u- 
Ur, poitlbly wttkly. m«etln|t with all lUff dlr«€tiy in- 
vt^vtd with th« volunlHT program to OIkuu problem 
or to train lUff In tht tup«rvl$foo of voluntttrt. 

Staff Sup^Ubn of Voliintfdrs 

Suff lOpervliini voluntatri ihould bt givtn tht lamc 
training that would b« r«qulr«d to tnablf thtn) to luper* 
vitt paid lUff with adapUtlon^i ba^ on tht dlfftr«n?^s 
b«twftn volunttere and paid lUff.^ptcial qualiritvof 
th« Akltjnt«0r ar« they are unpaid, part time, aiHl 
nun^roui (in \ome programi they outnumber staff)' 

. Major comj^enti of itaft training for lupervising vol- 
unteer! Include 

• basic luperviiioM technlqu ' 

"^e teamworii and marugement.emphaiiiini lead* 
ersHip tecbniques that are nondefeniiv« and 
democratic; 

• delegation of authority; 

. • getting assistance from the volunteer program 
resources people; 

• communication skills; and 

• motivation techniques Because volunteers are 
J onpaki, staff must be skilled in giving people 

other incentives to work. 

Staff training for supervision should s^ess (hat volun- 
teers are extensions of their capabilities, not a substit^ 
for^h^m, and that Initially the time spent lAlsup^lsIt^ ' 
voluritetrs will equal the time voiunteu|gfe>end on tHe 
^)obt but that this ratio will improve ov^Bme. 

A sample staff supervisbn trainlog design is inf:luded |n 
appendix C. 



Recognition 



Bpth staff ^d volunteers must derive satisfaction from 
and be recognized for their efforts in the volunteer pro- 
gram. Staff will achieve that utisfaclion and recognition 
from their continuous involvement In the planning, de* 
sign, and evaluation of the volunteer program. Because 
volunteerf dp not |et paid, nonmoneury factors are crit- 
ically important to volunteer satlsfactionr and suppof^. If 
recogflitidn factors are not considered and built Into the 
voluntier program, volunteer turnover will be hlgh^ 

ineentivei and support for votunteen can be considered 
In three categories: formal ncoinltk>n, natural by* 



products of good program m^aaafvtfnt^ aryl tnfbrmdl 
mo^tors. 



Formal Racognitkm 



Any of the following types of formal recognition events 
or activities can be lelectad for their appropriatgness to 
the agency and/or modified 10 fit ind|vidu||t*^olunteer 
programs. Jf any of these formal fhodes are uie4| staff 
should also be recognized for their leadership during the 
event. In addition, v^lunt^r coordinators must be semi- 
^tlve to the fKt that marty volunteers do not want public 
reiCognltM of their work. Formal modes includt 

• volt/hteer recognition banquets, generally once ' 
a year, and/or informal picnics and parties; 

• volunteer I. D* cards or Ifpel pins; ' ^ 

• swearlng-ln ceremonies; 

• a personal appreciation tetter from a pro-am 
leader at the beglnnihgof service and/or after a 
succeufui teVm of service; 

• a volunteer recognition certificate at the end of ^ 
a successful term of service and/or for outstand* 

^ ing, long*term service (usually presented pub- 
licly, often at the banquet) ; 

• ''Volunteer of the Month" and/or "Volunteer 
of the Year" awards, noted In the program 
newsletter or In the news media; 

• published news or human Interest stories about 
volunteers In the program; and 

• an horrar roll of acn](evo^ynteors. 

Natural Bypri»ductg of 
Good Program Leadership 

« .r 
The^i^tlre volunteer program-Its attractlveneui Its lead- 
erMtil and Its challenge- Is the prime motivator for the 
volunteer^ Every component of the program is critical to 
volunteer incentive and support. " 

Good program planning guarantees that volunteers will 
'have worthwhile jobs. Effecthw leadership and super- 
viston by staff who are committed to the success of the 
volunteer program are vitally important, to volunteer 
support and involvement. V6lunteer interest and respon- 
sibility are encburagedjnd ensured by the lnclusk>n of 
volunteers In program ^n|^ing, by beirig given oppor- 
tunities for prornotk>n and trainings and by'^the provision 
of ^ special, regular workplace. ^ 

Good recruiting ^d screening of volunteers will help to 
ensure the selection ofihe right and largely self«motlvated 
person for the job. ft is far iw difficult uy provide 
incentives for thoK #ho,ar0 already motivated to work. 
TraiQing of volunteers will help to eliminate the volun- 
*teer who Is not Interested In learn irtg and growing. 



M«t«hlfii of'VolunMm 10 tht rl|ht lotHi, clltriu/ind 
lupmliofi li ilio critkal. If miloKdd prc^ly, tht c\\^ 
tnt will bfcomt tht chltf motlvAlor of tht volunt«tr. 

An tqiiilly importAnt motlv«tlorul factor it tviluitlon. 
Btc«uM tht icNil uf voluntitf utllliitlon Is provldln| tho 
liVmt puitliv t«fvie«« poislblt tb clitnti, tht vol- 
untttf work muu bt tvalutttd for ttii food of tht clh 
•m M Will Ai that of tht litrKy and tiL voluntttr. To 
tniMrt lh« itrlpui voluntttr'i contlnutd'^mtrttt In hit 
or htr work, ptrfornnanct mutt bt tvaluatM construe* 
tKtty/ 10 ht or iht can makt fmpmvtmtnts pr be 
cr#dlt»d with havlni achitvfd aKI|h kvtl of ptrformanct. 

A major dtttrrtnt to^voluntttr satisfaction and motiva- 
tion Is Isolation. Frtqutnt communlcatkin with tht vol* 
untttr on tht |ob, ihrouih prti9rvj(ct and Initrvlce mttt 
Infs and throu#i snwll group rap ttsilons, Istssentli^ to. 
kttplntavoluntittr. 

Informal Motivatort 

Ptrhapt most Important lo tht voluntttr Is Informal 
communication and ptrsonal rtcognltkm. Thrtt stcond 
mollvator$-^"HI, hoW art >rou? You did a nl* |ob with 
Tom Jonts last wttk^'-can bt far mort Imporunt to tht 
voluntttr than btlng handtd a ctrtlfkatt at a rtcognh 
tion banqutt at tha and of/tht ytar. In addltk>n, a mtav 
urt of rtcognltk>n and rts^tct of tht voluntttr for suff 
mtmbtr and tht staff mtmbtr for volunttf r, Is tht talk 
of ptrsonal conctms» chlldrtn, rtfulaTlob, and to forth, 
or tht asking for advlct^on probltnfs not rtlattd to tht 
voluntttr asslgnnrttnt^tht natufal, Informal Inttractloni 
bttwftn ptopit who llkt, rtsptct, and valut twh other. 
Thtit indicators of rtspect art to be tncouragtd; no 
amount of formal rtcognltlon can rtplact thtm. 
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Work, 4 (October 1959), pp. 31-39. 

Schindlef<Ralnman> Eva, and Ronald Lipplti. *'What We 
Have Learned frorh Woaking with the Poor,'*^!^ 
man R$htk}n$ ThiMn9N$w%, 13 (1969). pp. 1-3, 

Minority 

Myers, Suun M. Th€ iJs$ and Inclusion ofChkanos as 
Volunt4m In l^ia Court (master of social work pa- 
per). (Available from; NatlofUl lnformatioD-Cfin:..- 
ter on Volunteerlim, Inc.) 

National 1nformatk)n Center on Volunteerism, Inc. Re- 
cruiting Minorities m Vo^ntam (Workshop re- 
port). Itoulder, Colo.: National Information Cen- 
ter on Volunteerism, Inc., 1972. $2.00. 

New York Times. ^'Wanted: Educated Women To Start 
or Return to Work In Communit^Service,^' Ntw 
York rimes, (Octotufcl, 1966),f 20.^ 

Robinson, lames. *'*Su^ll^ry^and Recommendatlom 
from the Consultation on Minority Participation 
lr\ Voluntary SorVfce Programs,*' Volunteer Oig^, 
5 (Novembtrl96a), pp. M. 

Schlndlcr Ralnman, Eva. "Surfacing-- An Overlooked Ml- 
/ ' r\ox\xyr Adult Leadership, ^^(^pi^\^^nl pp. 
305-6,324-25.* 

Yancey. Theresa, Sandra McFeeley, Phyllis C. Lake, and 
I van H. Scheler. Recruiting Minority Groups and 
bow Income People as Court Voluntem, frontier 
Publication No. 2. Boulder, Colo.: National Infor- 
mation Center on Volunteerism. Inc., 1971. $2.00. 



Profa$shnols In Business 

Ferfn^ Dan R., |'r. ''Executives as Community Volun^ 
t#ers,** »aK>wd Business Raiiewi (M«rch/Apr(l 

IWl), pp. 416, 156^59. 

Reiak, Nicholas. 'Tcun^i In the Pirtidpatlon of BmsT- 
n<mmen In Local Volunury Affairs/' SocMogy 
and Social Research, 48 (April 1964), pp. 289- 

300. 

Ignited Community Funds and Councils of Amerka. pie 
" I Businessman In Cornhmnttyyianning^ New York; 

United Community Funds and Councils of Amkk^ 

ca, 1959. . 

Senior Citifans v 

Johnson, Keith. "Foster Grandparents for Emotionally 

Disturbed Children;' ChHdhn, 14 {March April 
. 1967Kpp.46'5^' ^ s 

Rbsenblatt, Aaron. "Interest of Older Persons In Volun- 
teer Activities," Social Worh^ 1 1 (|uly 1966), pp. 
8794. 

Salner, |anet S., and Mary L. Zander. Server OlderVol> 
unteers In Community Service, 197). (Available 
from: Community Service Society 6f New Yodc, 
165 East 22nd Street, New York^ N.Y., tOOlO. 
$3.50.)/ 

Woflhlngton, Gladys ''Older Persons as Community 
Service Volunteers," $ocAi/ Work, 8 (October 
1963), pp. 71-75. 



Youth 
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Eberly, Donald )., (ed.). A^fAo/M/Sifv/cr ^ Refiortof 
a Conference, Russell Sage Foundation, 1968. 

EbeMy^ Donald ). "Service Eisperlence and Educatkmil 
. Growth," Educational Record, 49 (Spring 1968), 
pp. 197-205. 

National Social Welfare Assembly Youth in Community 
Affairs, New Yo<k: National Social Welfare Amm* 

bly,1958. 

Tanck, |ames. Colieg£Vdkinteeri (Available from; Na- 
tlonaf Information Center <5n Volunteerism, Inc.) 

Trainin[| Theory: Generil 

Bradford, Leiand P., (ed.). Fortes In Learning. Fairfax, * 
Va. : NTL Learn Ing Resources Corporation . |I3.50. 

Bradford, Leiand P., (ed.). Group Da^fehpmem. Fairfax, 
Va.: NT^ Learning Resources Corporation. $3.50. 



Curpf)hK|on. % \ I (Ji) f . - t 
Knowle*. Maliolm S lh%*i\wnifNi limaiiu I culcrship 

ttpPlU, (iyrtliw 1... .iniT I riuwfvl N,ulloi hmf\fh)i) Hohs 
of tha fnnnithf l}itt\tot\ Kj»pnni Sirlcs kl7 
(m««u)j|r.r|»h) r ( luiu V.i . I imJim Oup Rc 
HHirto. Iru. $6 7S 

Lorg«, Irving; Maw.ird V Mk lusk\ . i.jlc l/ ami 
WHbOrV M.illofUir(k f\\ihnh>if\ iff ^/w/a Uir 
fax, Va. Nil I iMruMiK Ki^wniuis (otpoi.inon 

Lul:i» )ose|>h f.^ow^t /'ytHrv>^\ Intnhhutton to 
(•rtMip Ih^^tfJd ^ I .inf ix. V J N 11 I .MtaitiK Kc 

Mm, Cynl K., (cd ), St7ti //om rrwf> Human Ke/ittk^m 
/rginhig NtWY t .mi t *\. V .i N 1 1 I r.ii nmg Ko 
%ourco^ Curpot.tiuiu $1 so 

Nadlcr, leonaril. A />rHvv%<i/ Itvmtnyj, Krpnrn Scncs 
R20 (rHi«H.Hr.iph) I ^ilU ( IuhvIi. V.i I r.idwship 

Schcin, t dgar H . and VV.iirrn C, Uonn is PetMynal oruj 
Organi/ationali huHK^v thnnnfh (.n><//> Methoih. 
Vj Nil I <wMunK Ki'>*uirus C.urpor.i 

Smith, Rob*?rt; |. KoKs Kidd. .uul d-oi^v Akrr 

hoijk of Uu/t lJuiuiion. VV.ishmxU^M. DC. 
Adult I dut.uTon A%\oi.uUu>n <»t iho U S A * 1970. 

ThU, Lc^io I .. ;ind iMirdun I I ippm I tMrnirh^ fheo 
fits and training, Rrpiint SiniM, KM (r»>tnu>* 
graph). \ alK C hurih. Va. I cadn ship Ko\ourtc> 
Inc. I0.7S ' 

•V^rncr, Coolie, ,jnd Ihiuin.*a Whili , (id> ). .^A/// 

tionot the U.S.A., I'^X^s. \2 Si), 

V«rMr»OH)Me,ahd I huimati White, (ods ). Partkiponts 
in Aduft tdu^;athn. ^>^ AsUu\)^h)iy, l).C.: Adult Kd 
, ucation AsHKiation of the M S.A., l%5. $2.50. 

Vorrwr.Goolfc. and I hutin.m White. {i\\s.) J^(h ess of 
AduftJ Jucutton. VV.ishinKlon. D C Adult l.du- 
Ution Association iit ihi l' S A.. I%S. %2,SQ. 

WewhlK IrviMK. and I dgai Mhi in. (als ). hsues in 
f raifling. I air lax. Va, Nl I LoarninK ResDurtes 
Cprporation. $ i so. ^ 



Training Deiign ; G«n«f •! 

Aduh tducitlon A^tocUikin of the U.S.A. Cotkiuaing 
Wivkahops ond in^iitutts, LeaUirrihlp Painphldt 
Washington, D.C .: Adult t.dutatlon Association ol 
Ihi^U.S.A $1.25. 

Adult Education Aiiociation of the U.S.A. How tiy I toif 
DiSiUSskHij^ Leadcrihip Pamphlin PI . WaUdngton, 
D.C ; Adult Lduca^jon Attociatlon of tho U.S.A. 
$1.2S. \ ^ % 

Ailult I dutaiion Avsociallon of the U.S.A. How to 
Iwh ^uits Leaderihip Pamphlet P5. Washir>g 
ton. D.C: Adqlt tducalbn A»iocl«ilon ot the 
USA. 11.25. ' 

Adult tducalion Atioclatlon of the U S A. How to Usf 
Roii fHaying, Leaderihip Pamphlet P6. Waddng 
ton. D.C.; Adult Education AsuKlallon ot tho 
US A. $1.25. 

Aiduli Iducailon Ajsoclatlon of the U.S.A, frukting 
Group Ltadtrs, Leaderihip Pamphlet P8, WashiriK 
lon» p.C; Adult Education Association ol tho 
U SA, $1,25. 

Adult rducailon Association of the U.S.A. Training in 
* Hum^n Rfiathns, Leadership Pamphlet fM6, 
Washington, D.C.,SAdull Education Asstaiation 
of the U.S.A. $1.25. 

AdMit tducatlon Association of ihetl.S.A. Unders^nd 
iny How Groups Work, Leadership Pamphlet P4. 
Washtngton, D.C.: AduUEducaiion Association 
. of the U.S.A. $1.25. 

American Society fw Training and Development. 
Prohssionol [)9\f$lopment Manoai (for trainers), 
1974. (Availably from; ASTD, P.O. Box 5307, 
Madison, Wis. 53705. $5.75.) 

Bion, W.R. Lxp0t{0nc€s in Groups, New York: Basic 
Books, 1959. 

Bullough, Robert S. Creating insiructhnai Materiais, 
Columbus, Ohio; Charles E. M^mie Publistiing 
Company. 1974. f , 

Craig, R., and L. Bitiel, (ods»). Troiningand Deveiop- 
mint Handbook. Htw York; McGraw-Hill, 1967. 

EgAn,*G. Fofi to Face: The Smaii-Group ExperietKe and 
fnterpgrsonai Growth, MontefSy^, Calif : Bnwks/ 
Cole, 1973. ' 

Lngel, Herbert M. Handbook of Great ii^e Learning Lxer^ 
c75rs. Hoijston, Tex.. Gulf Publishing Company^ 
1973. 

Havelock^'^Ronald G., arid Mary C. fUvclock. Iraiping 
for Change Agents A Guide to the Design of 
T raining Frogfams in Educathn and Other Fiefds, 
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FiilruV V4. NTL Icttrning ReuHjrcct Corpora- 
tion, ill XK) 

M4tfer, Robert (Io0f An0iysis, BelmoTit, C«lt(.: F«4ron 

MaRcn Robert f . / W f o wrMv hfstructkm^ Inmt Btl- 
m(»ni,Calll. 1 caron frubllihcri, 1971 

M.mci. Roboit > , PrtparifUi fhstfuctionQf Obl0ctfv€$. M 
immt.Cahl,: Keuroii PublWier*, 1971. $2.50. 

Magcr, Robert (• 4nU Pcler Pi|». Athilyiing Nrformna 
hotkmi. Of \qu K^qliyOughtQ, Wanna. Belmont, 
Calit.; Kearon Publliber%, 1970. ^ 

Miles, Matlhcw B. Ltm^ifHt to Work In Groups^' A Pro- ' 
grant Ciukiit for tilucatiotial Ltodm, New York: 
leathers College Pr^ss, Columbia iinlverWty, 1971. 

MosrC lames. How To tHd Back Tralnlrtg Rtsufts to 
JrtHne05, Reprint Scrl^> R2 (monograph). Falls 
Church, Va.: Lcadcr^lp Resources, Inc. $0.7$. 

National (:t»uiKil of V.M.C.A.s. TrilMng Voluntwr 
Lethiers, New York' Y.W.C.A.. 1974. (Available 
Jrom Nil Lci^ning Reu)urcc% Corporation. * 

National Drug Abuse Gaining Center. A Manual for 
Training Design Validations Arlington, Va.: Na- 
tional Drug Abuse Training Center, 1974, Free. 

Vtcittei. |. William, and |ohn loncs: Tha Annual 
HandtKHik fhr Croup Fac4lltaton and Handt^ook 
of Structured f hp^rlances for Human Relattons 
Training, Vol. I IV. San Diego, Calif.: University 
Ass«)datos, 1972. $12.00 and $3.00. ' . • 

Sihlndler Rainman, Iva. .and Ronald Lippitt, Team 
Training for Community Change^Concepts, Goats, 
Strvtegles, and Skills, l^iverdalc, Calif.: University 
I xtension Sprvicc, 19^2. (Available from: NTL 
Lcaffijng Resources Corporation. $2.50.) ^ 

Training Materials . 

Chaddtjck, Paul H. "How to Design a I rain thc Trainer 
Course** (C»<ssette N6. T003). {Available from: De- 
velopment Digest Company, P.O. Box 49938, Los 
Angeles, Calif. 90am$ 13.75 ) 

Danish, Steven and Allen L. Hauer. Helping Skills: A • 
Bask training Program, New York: Behavjoral 
Publications, Inc., 1973, 

lorgenscnu james D., antf Susan K. Bashant^ Voluntegr 
Trailing Manual: Training Volunteers to Work in 
Court Settings. Denver, Colo.: State of Colorado 
judicial DepartmenU Volunteer Services Coordlna* • 
tiun Proioct^ undated. $6.50. 



Mariolii. tt\ Trahtingby Ob/actk^s. (t«mbrid|0. M«|».: 
McBer and Companv, 1970. 

The Mf Oiodlit Church. The Volunteer (film). AvailabM 
kX Ideal libraries and State departmeou of pubtlc 
. welfare. 

Mill. Cyril R. 20 exercises for Trainers. Fairfax, Va.: 
NTC Resources Corporation. $5,00. 

Napier. Rodney W.. and Matti Gershenfeld. Group^ 
Theory and Experience. Fairfax, Va.: NTL Learn 
Ing Rviources Corporation. Instructor** Manual 
$4.00; partklpAnt^i books $ 1 2.00. 

NTL Institute. A Problem Soh^lng Program (workbook) 
guides). Fairfax, Va.; NTL Learning Resources 
Corporation. $8^00. 

Peabody, George, an< Paul Dietterlch. ^Towerplay . 1 . 
Game for Ten Participants.'* Pairfax, Va.: NTL 
Learning Reiources'^Corporatlon. $33,50. 

Schindler Rainman, Eva.; Ronald Lippitt; Irvine H. Mill- 
gate; and Richard F Olson. Developing Your Vol- 
unteer Community (multimedia). Tuxedo, N.Y.: 
Xicom) Incorporated, 1§74. (Available from: NTL 
Learning Rly)urj*s Corporation. $48.00 ) 

Paid Staff Orientation and Tratning 

Health and Welfare Council of the National Capiul Area, 
* Volunteer Services Branch. How to Work with* 
Volunteers (demonstration training course for 
suff). Washington, 0.0^: Health and Welfare 
Council of the National Capital Area, 1962. 

Scheier^ fvan H. Orienting Staff to Volunteers: A Gukk- 
book, Frontier Pijbllcatlon No. 1 1. Boulder, Colo.: 
J^ational Information Center on Volunteerism, 
Inc.. 1972. $4.00. ^ 

Spergel, Irving. '*Role Behavior and Supervision of the 
Unualned Group Worker," Social Work, 7 (|uly 
1962), pp. ^^76. 

Volunteer Training * 

Abrams, Percy. 'Education of th« Volunteer," Vcwf^ 
. Leader's Digest, 26 (June-September 1964), pp. , 
273-78. 

The American National Red Cross. Principles of Vohin^ 
teerServke, Washington, D.C.: The Amerkan Na^ 
tlonal Red Cross, September 1966. 

Christ, Jacob. "Volunteer Training as an Education/' 
Mental Hygiene, 51 ()uly 1967), pp. 433-39. 

|a(^son, Ann R. 'Training aod Curriculum for a *Nlw 
Career'- Volyrtteer Administration: The Assoc I* 
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atloii or V<ilunio«r SurtMii of Aitit rici Tik«t an 
In-Otpih Look,*' VokintHt Admkfhir^hn, (|uoe 
1971 Up. U 

|or|»nMn. |im«i I)., and tvan H. Schek^r r^/iV/iy r^t 
VohintHr ln Courts mi Cormttont BtHJld^r, 
Cofo.: N^ttuiuUnrormditiiin CenUr on Volunteer 
iim, Inc., 1973. II 1.00. 

$€h«i«r, tvAn M., and K4thl««n W«ll%. R^iourw to fafi 
in mining Court Voiuntftwn: Using What You 
t Hq\^, Bowlder, Colo.; NAtional In furmdit ion Center 

t on Volunlwlim, Inc., I*)70. 

1 White. Sally . /*yi^af CHbtrin for Aduit inning in^iron^ 
1 m0nt% Washington, D C: Adult fcducaiion A*hhI 
^ alkinof the U.S.A.. 197V $3.50 
ft. 

Volunteer Rocofnltion 

l^e American National Red Cro%i, What is HHognition^ 
WashinntoiV. D.C. The American National Ked 
Croi*, 1969. 

National Center tor Voluniary Action. Voiuntwtr Rhoq- 
nition, WaihingtiHi. DC : National Center lor Vol. 
Jarv Action, 197 V 

Sell, Margery. ^'Recognition" (paper dellvercti at Volun- 
teer Supervl^)rs ^ orum, )cwlsh Home f op the 
Ageil, San ^ rancWco, Calif ), lanuaiy 20, 1971 

Evaluation 

Center fw Continuing Lducati4)rV NorthcastAn Univer- 
4ity. Ut*% Measure Up!: 4 Sef of Crittrkt for tvai- 
* ^ uatinga Votuntw i^vgram. Bouon/Ma». Center i 
for Continuing tducation, Northeastern University. 
1971. 




Scheier, Ivan ^^flwyone Shouid Es^uat^ fhtir Court\ 
Voiuntnr'^bgnim , . ^/H/f i^o^^TOwvl ronrier^ 
P<|iblica|i<»n, No. 7. Boulder. Colo. n National Infotr 
rWatlon Center on Volunteerivn, Inc , l^/S. $2 00. 

Shelley; Lrneil L.V. Voluntt^ in th0 ^Corr^ tifynai 
SpactnJm^ 'An Ovary i^w of L valuation, fieseanh, 
mfSurvay\ Fmntier Publication No. 8. Boulder, 
Colu.; Nativo'l Information Center on Volunteer. 
Iwn. |nc ,«t9Vv $4.00. 

P»rtedlcals ^ 

AA VS Nfwslattar, pgbli^ihcd moruhly by Asiocialion for 
^^^^^^iM^^Wots of Volunteer Services, f^atlonal 
Headquarters: 1 8 S. ^$ichigan Avenue, Chicago, 
lllf 60603. (Subscription iticluded v^lth member^ 
• >blp.) V,, 



Adult Education, publlihed quarterly (February, May, 
August, November) by the Adult Education aW 
elation of the U.S.A.: 810 tlgf^tfenth Street»N.W.» 
Washington, D.C. 20006 J n.OO/year. ^ 

i)at0iina, published 1 0 timei annMatly by 4he Adult Edu- 
cation Aisoclai4on of the U.S.A.: 81Q Eighteenth 
Street, N.W , Wi^hlngion, D.C, 20006. $7.00/year, 

iducatkmaf fachnohgy, published monthly by Educa. 
tional Technology Publlcatk>ns, Englewood Cllffi. 
N.)., 17632. $2l.0Q/ywr 

fTainfng and Davahpmant /oumal, publlihed monthly 
by the American Society for Training and Oe« 
velopment, P.a Boh 5307. Madison, Wis. 53705. 
$l8.00/year. 

Voluntary Action Laodtrshlp, published quarterly by 
the Natk)nal Center for Voluntary Actk)n, 1785 
Massachusetts Avenue. N.W.. Washington, O.C. 
20036, Free. 

Voluntary Action Naws, published bimonthly by \ht Na- 
tional Center for Voluntary Actlon> Washington. 
D C. f ree. 

Voluntaar Administration, published quarterly by North- 
eastern University, Boston. Mats. 

ypluntaar Laadar {formtrly Th^ AuxllhfyLaadar), pub 
llshed monthly for hospital auxiliaries by Ameri- 
can Hospital AftKxilition. Chicago, III. 

Voiuntaar's Digest, published bimonthly by Volunteer" 
Community Activities Clearinghouse. Washington. 

D.C. 

Voluntaar Vlawpoint, published monthly by United 
k Community Funds and 6ouncils of America. New 
York, for the American Volunteer Bureaus. 

Bibliographies 

Adams, Ethel M., and Suzalfne D. Cope. Voluntam: An 
Annotatad Bibliography, New York: United Com- 
munity Funds and Councils of America. 1968. 

Arffa, Marvin S. High School and Collage Student Vol- 
unteers In Community and hychlatrlc Sittings: 
A Biblk^raphy with Selected Annotations (sup- 
plementary Tnalllhg), Washington, D.C: American 
Psychiatric Association, Menul Health Service, 
1966. 

lohnson, Gulon Griffls. Volunteers In Community Serv- 
ice (prepared for the North Carolina Couiic II of 
WomcnlsOrganUatlons, Chapel Hill)'. Durham, 
N.C.: Seeman Prlnt^y, 1967. 

Kroeger, Naomi. "Role of the Volunteer In Contempo- 
rary Society: A Survey of Literature," 100,000 
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Hoitn # W^k: VoiuntiMrt In S^k4 to Yoifth tmd 
F§miH0x Now York: NatlonAl I 0der Alton of Sci 
tl«m«nti And Nt ighborhood Centeri. 1^65. pp. 75« 

NatlonAl SiKUI^V•lf4fc Aiwmbty. .Siim# N^w Mottrkii 

, 011 VokiM H ff. New York; NilkHHil StHi*! W«IUr« 
* Aii«fnbly,m6. J 

VMtr, lv«n H. Voktrtt^ hpgrtm in Courts: Coh 
fm;9mt Pitpm on Piroduci^ fivgmms (prepared 
for U.S. Deparimcnt of Health, Education, and 
Welfare. Social and R«habintatkm Service. OfHcc 
of luvenlle MlnquerKv ami Youth Developrvieni), 
Waihington, D.C.; U.S. Government Printing Of- 
fice, 19!69, 11.25. 

Schindler Rainman, Eva, and Ronald LipplU. Thf Voh ^ 
unt0tr Community: Cr00thf9 Um of Humon /?#• 
sources. Wathingion, D.C.: NIL InitlVate for Ap- 
plied Behavioral Science, 1^71. (Availabtu from: 
NTL Learning Resourcefi Corporation. $6.00.) 

Smith, Da^id Norton; Marge Schult/; Barbara Mar»h; and 
Cathy Ornr>e. Ge/ierv/ Voluntarism: An Annotate 
Bibliography 1973, Washington, D.C : Center for 
a Voluntary Society, 1973. 

U.S. Department of the ArmV. The Voluntter: An An- 
notated Bibliography for Use In Army Community 
5«rv/lrf» Pamphlet No. 608-2^. Washiniiton, DC. 
U.S. Department of the Army. I%7, 

Wiser, Betty H. Rtsourcts for De\^loplng Volunteer Pro- 
grann: An Annotated Bibliography. Raleigh, N.C; 
North Carolina State University, 1971. (New ton- 
denied verilbn available Ntay 1976 by writing: Of- 
fice of Citizen Participation, 409 North Wilming- 
• ton, Raleigh, N.C 27061.) 

Publishers and Distributors 

Adult Education Aswciation 
of the United States 



8IOEIght«enth«trfet,N.W. 
Waihlngton,D.CaOO(M 

American Aiiociitlon of Volunlier 
Services 

(formerly American AsiocUtlon of Si/i^nvem 

Service CoordinatCKs) 
National Headquarters 
18 S. Michigan Avenue 
Chicago, III. 60603 

leaderihip Reiourcet, Inc. 
• 1 FInt Virginia Haia 
Suite 344 

6400 Arlington Boulevard 
Fallt Church, V^. 22042 

National Center for Voluntary Action 
1 785 Maiuchuset'ti Avenue, N.W. 
Washington, D C. 20036 

"^^•^ional Clearlnghouae for Alcohol InformatlcNi 
Box 2345 

RockvlMe, Md. 20852 

National Drug Abuse Center-Vlte to: 

National Drug Abuie Materials Distribution Center 
t P.O. Boh 398 ^ 
McLean, Va. 22101 

Vjatlonal Information Cinter on Volunteeriim, Ins. 
P.O, Box 4179 
Boulder, Colo. 80306 
(303)447-0492 

NTL Learning Resources Corporation 
281 7 -N Dorr Avenue 
Falrf;ix. Va. 22030 

U.S. Government Printing Office-write lo: 
Public Documents 
U«S. Ckfvernment Printing Office 
Washington, D.C 20402 

Volunury Action Center 
P,0. Box 459 
Grand Central Station 
N|w York, N.V. 10017 
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fart 2; Special Aulitanct 



VolMntMr;Rtlai«| AMocUtion* 
ACTION 

(MMConrmtlcui Avtnut, N.W. ' ' 
WMhli»nqn.O.C,J0623 

profrimi: VISTA; Niitbnil $tu<km VolunlHr fror^mi; 
Fotttr OMfMifitrvnti. Aod (lltlrtd Stnbr Volun 
tHr Pror^mi; Smiil SuilnylM AdrnkiiiiraUoo i 
Strvkf Corpi of tlrtd EKtcutivft 4nd Actlvt 
Corpiof CKKUtlvfi. 

AMIKICAN ASSOCIATION OF VOLUNTEER 

SERVICES (AAVS) 
(fonntf ly Ahiirkan Aiiochiilon of Voiunittr S^rvlct 

CoordlfMton) ^ 
NaUonil Mta^qufrttn « 
fS S. Michigan Awnut 
^ Chto^o, HI. «0603 

broclNim: th# Cirtlfk«tk>fi Pton d«Krlb«i AAVS re« 
^ qulr«m«nti fbr cW tlfylng ''profeisional ptrsonnel 
in th« fi«ld of volunMr Adn\{n juration . . . as wt 
• forth by th« Comitiltue on Certification/* 
Th« AAVS<^ dficrlbcs the obivctim of the aiaoci- 
atk>n, membership reguirementi. and certification 
for volunteer adminiitration. 

LOS ANGELES VOLUNTARY ACTION CENTER 

621 Vlrgn Avenue 

Loe Anjeles. Qillf . 90005 ^ 

Mvkei: Aik for pubticationt and information regarding 
volunteer acceisoriei and training maieriali. 

NATIONAL ACADEMY FOR VOLUNTARISM 
United Way of America 
\ 101 N.Fairfax Street 
AltxandrU. Va. 22314 

bfochdw:^M976 Couriei, Seminars, RoundtaWcs'* de* 
serines available training prorams listed below. 

p*«iramt; United Way Fund Raising Techniques (», II, 
III); United Way Planning; 'Thinking Ahead" 



1 996; United W#y CommMntalUolU (I, II, III); 
Profefikmal CommunkatkMit Skills and Techniques 
Smn\n§ri Manafement Skilll (I, II, III). Manage- 
ment Skills Seminar; Mtn4«eMient of Internal Ad- 
ministration; Managing a United ^y^A Primer 
for New E»ecuiWei;Government RtjaiionsSym- 
poehim; The Mtnifement of Informetton and 
Rf ferral Aglnclet; ProfMon«l Selling Skills; Pro- 
fettkmal Oevelopihent Planner. 

;^ NATIONAL CENTER FOR VOLUNTARY ACTION 
1785 Miisachuietts Avenue, N.W. 



Washington. O.C 2QQS6 

brochuree: "ae«rlnghous<'* (miniportfollo and maxi- 
portfolio) describes publications, porcfolioiand 
notebooks, and services, including an at<ost con- 
sulunt network^ a propoaed training networlc. lift- 
Ings of State volunury offloei^ jnd enlstlng 
program desalptlonv 

"A Nation of Volunteers^' deKribes the center. 
''College University ReKNirces In Education and 
/ Tnlning for Voluntary Action'* describes institu- 
tions which are planning or already have courses 
aiW training programs and workshops related to 
volunteer (^pm development, 
prognmt: (currently being developed by NCVA*s edu^ 
cation and training department) 
Planning and Conducting a Workshop; Orpniza- 
tional Goals, Objectives, and Program Evaluation; 
Training for Improved Board Servlbe; Fjnance, 
• Legislation, Regulation, and Covernnienl Agen- 
cies; Training and ReUlnIng Volunteers from Low- 



Income Communities; Developing and 
a j^ommunity Clearinghouse; Two- Ye, 
culum In Volunteer Administration. 

NATIONAL INFORlilATION CENTEft ON 
VOLUNTEERISM, INC<NICOV) 

OutHkf-SutelnqulrlH; 
1221 University Avenue 
P.O. 80x4179 
Boulder. Colo. 80302 
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Suit Volunttf r Unk^t OMMrdliulor 

323SuttCipUol 

Dvnvtr. Colo. 80303 

brochum: **S«rvlctt And Publlatloni*' dticrlbtt work- 
fhoQt, OAilti contulutlvf uiliunbt for volunlttr 
firofrAm d«vf lopmtnt, Informatkm tytttmt, and 
publlcAtloni. 

^'Educjitlbiul Opportunitbr llitt volunMr l«id«r* 
{hip coum oonUKti. 

Alcoliol Information Rtiourct Ct nitn 

ALCOHOLICS ANONYMOUS ' 
P.O. Box 4S9 
Otand Central Station 
Ntw York, N Y. loot? ' 

ALCOHOL AND DRUG PROBLEMS ASSOClAtiON 

t13017thStrtft,N.W. 

Washington, D.C. 20036 

AL ANON FAMILY GROUP 
11 5 r. 23rd Street 
New York/N.Y. 10010 , 

Insurance Information 

CORPORATE INSURANCE MANAGEMENT 
$301 Wiiconiln Avwtue, N.W. 
Wa«l\lngton, D.C. 20015 
(202)244-7205 , 

brochurvi: 'Insurance Progr^ 'or Members of Volun^ 
teen Insurance Service" descrlbes'the Insurince 
package and conulns an application form. 

These companies have written policies to cover ciNirt 
volunteer ft 

VOLUNTEERS INSURANCE SERVICE 

Corporate Inujrance. Management 

551 3 Connecticut Avenue» N.W. 

Washington; D.Q. 2001 5 

VOLUNTEER WORKERS BLANKET ACCIDENT 
POLICY 

St. Paul Fire and Marine Insurance Company 
St. Paul, Minn. 

Foundation InforiDation 

Publlcatkm (costs are approximate): 

Foumktioti Directory, edition 6. 1 35.00 
Foundation Grants indax 1 1 5.00 

-Order from Columbia Unlvertlty PnHa- 
Foundation Grants inifax \t\ Foumktfon Naws. 
-Order from The Council on Foundatlont- 



fiHmdaHonAnmmlthp9m<mFflm. 
Comiearch frlmoMti 

Order from the F oundation Center. New York-* 
AviBaMeaiXKrwIeii — * 

Foumhthn CMefefut Hits over 20,000 foilnda< ^ 

ivQni py nemw. 
Fouiitlathn Fih9 Includes philanthropic fobnda* 

tlon Information returns, Internal ReveiHie 

SeiVlce Fohn mA (19C2*1M9) listing offl. 

cars, aiiets, granu; foundation rtports, news- 

leiien{ newspaper cllpplnai. 
tRS FpnH^MO^ 99(Mf are Indened on microfilm 

and mlen»flche. 
F0U99^tH9t9 Gtmti /ndtM lisle §tm% descriptions . 

by State (under foundation ni^na) and/or sub* 

|ect f|eld; Indexed by key wordi. 
Utaralure Includes books and artlclat 04 |^ii^* 

thropy ; reference coHectloni mul tlpM iN^i** of 

the Fotf mUerilcM Dificforw M/bmlp(MOue^ , 

toHy.Foumkthn Grants tndax, 197dpl972. 

Foundation Naws. Also avaljpbla Is litfbrmation 

oil "Seeking Foundatbn Funds** and "Prepa- 
^ Ing a Foundation Proposal." 

Other Roapurcoi 

ADULT EDUCATION ASSOCIATION OF THE U SA 
810 Eighteenth Street, N.W. 
Washlnigton, DC. 20006 

brochikee: ** Adult Eduatlon Publications*' describes the 
publications cited In previous sections of the 
resources. 

**AC A Membership Information** descrlbts the a>- 
socletkm and Its role In field sinrloff, legislative In- 
forntatlon systems, special pro|ecta» conferences, 
and Iti publications, 
pi^lkatlonl: *'Leadershlp Pamphlet Serles'*-lndtVkiual^ 
pamphlets which have been referenced under the 
■ « "Leadership," nralning,** and *X>vervlew" re- . 
source soctloni. 

LEADERSHIP RESOURCES. INC. 
1 First Virginia Plua 
Suite 344 

6400 Arlington Boulevard' 
Fails Church, Va. 22042 ' 
(703)534-9200 V 

brochumi: ••Catalogue'' describes monogr^pHs (complete 
"Executive Libraries** or Indlvklual copies) and 
training aids concerning managemant and supervi- 
sion, listed below, 

publlcatloni: (The following "Executive Libraries/' 
composed of a series of monographs, were Mar- 



SB 



f fictd in ^rt vloui mlloni of thli reiiiurci lliKni. 
TImi com MtMrf r9ftr% to th« com|>l«tf tKHind 
. lit) 

**Lookln| Into Ludtrihip S«rk%" IN SO 
•Thf MAn4|»m#m S©rW I * III) SO 

•*Tht Rtprlm Sfflti" (♦•# •Mf4inihg 

Th«ory"rfii>uKQi«i;liim) % }.bO 

NATIONAL DRUCi ABUSi: CI NThR. write lo 
NArrONAL DRUG ABUSL MAILRIALS UIV 
TRiaUTIONC^rtH 

UkLpun, Va. 22101 



NTL LEARNING RESOURCES, INC. 
3inNDoiTAv«mM ^ « 

FAlrfM. V4. 330K> 

brochurtt: "PubMcAiloni «ml Lnm)o| MatorUlt," dt 
icrlbti many thf m«MrUli ck»<t«l>av«, 
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SAMPLE 
To bt adaptMl to af»ncy r«<|ulr«nflnt> 



PUnning ConiiQittee Checkllit 
Admlnlitrativ* lmplic«tion» bf a VotuntMr Program 

Protected Suifr TImt ' ^ 

\i th« Afency prepared to 

alloCAU 1 Kour of staff time for 2 to 3 houn of voluntMr time in the be* 
, ginningbf the program? 

Allocate 1 hour of suff time for 1 5 to 20 hours of volunteer dtlme when the 
program is In full operation? ^ 

require participation In weekly or bl)yeekly orientation sessions dorlng the 
barty months of the program? 

allow compensatory time for overtime staff participation in volunteer 
training and supervlsjon? 



Projected Adminiitrator Tlnrie ^ 

Is the administrator prepared to 

continue to participate directly in volunteer program planning? 

If yes, how many times per month? ^ . 

If no, who would represent the administrator? 

Cta^measuresto clarify the coordinator's position, responsibility, and 
authority to staff; clarify lines otcommunlcation; create channels for 
the coondinator to be informed of staff needs? 

communicate with the volunteer coordinator .on the same regular and fo^ 
mal basis as with other staff? 

* • 

appear at volunteer training sesslohs and recognltk>n gatherings as often as . 
8 to 10 times per year? . , • 

Program Leaderships 

What special quatlficatk)n> are necessary In a volunteer coordinator for this 
agoncy? 

Whatpoftitkin will the coordinator have in the apsncy (line, staff, reporting 
to whom)? 

How many hours a week will be required to direct the program during the 
first-year? » 

Will this position be pakJ or unpaid? 
62 ^ 
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^ ' If pitd. wh«t Mlary It cimtvmrMattd anil how dott thi% t9\M to rvgu Ur 
iUff j#l4rv l«vtli And itructurt? 

WIU tho volMht«#f coordlfuior N full tlm« or p«rt lime? 

If |i«ri Umt. How mjiAVj^ouri p«r w#«1if 

V If full llm«, will the t<iordlniiof be expected to do other thingi for the 
Whey luch «ft lener aI puMk reUtloni? Other r ^ 

h the 4«»n^v willing to allocAt^ workttme travel and regUtratlon fee funds 
for the iiWdlnator to attend at leait two or three training work%hop% a 
year to l^jprove leadership tkilU? 

• * WHInhe coordinator attem| and participate in %taff mretingi? 

Will time be let aside to dlHu%% the volunteer program with>uff at such 
meetings^ 

LogUtk ind Budget Support 

Will the voluntw program coordinator have u^creiarial suppoii' KuH 
time^Part ti^e? • 

: ^ Can ipace (a desk, moetmg nnm, and so on) be st\ a&ide lor volunteer uic? 

Which of these item« muM be budgeted for, and how will this h^done 
^ \ absorb In regular budget, solicit funds. U>ok for in-kind dShatlons 
and volunteer mmvIccs) > 

mailini^ 

office »vipplie\ , 
telephone 

recruitment/training materials 
typing 
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reimburseme at of volunteer work-related expenses 
other 



SAMPLE 

To bt adapted to ^ncy rtqulromtntt 



VOLUNTEER COORDINATOR JOB DESCRIPTION ^ 

(In County Menul (^tospitdli) 



f 



lh« voluAtMr coordlnalor Iv %ub\HX to the direction of the agency admlnlttrator^ As thi| position has both public re* 
lations and clinical reiponsibilities, it \\ w) placed on the ho^ltal*s table of organUatlon chart. 



Qualifications: 



1. Of prime importance in thiv job is the ability to relate well with others at all social, professional, economic, and 
ethnic levels both in and out of the Institution setting. ^ 

2. Ability to supervise others and to stimulate cooperatiort among all levtis of staff wM work with volunteers. 

3. Ability to speak before groups and write with some ease and sKllt« 

4. Must be flexible and able to cope with countless Interruptions and a nniltltude of telephone^ mall, and personal 
contacu. ' 

5. Honesty, Integrity, and lact ofihe Hlghestorderi^e essential. 

6. CommMnlty awareness-knowing (he area well enough to recognlte resources for volunteers and for filling special 
needs ^f the patients that cannot be met tforcmgh regular hospital budgets. * 

Specific Duties: t 

1. Assist in policy decisions within the agency regarding use of volunteers and hospital responsibiiityjo voluntean 

2. Assist agency administration In defining role <if volunteers. 

3. Interpret to the administration various programing ideas arid standards relating to ^lunteer services. 

4. Assist in interpreting agency's need for volunteecs to the community. ^ 

5. Initiate purposeful placement of volunteers in the agency. 

6. Initiate purposeful recruitment, selection, and screening of volunteers. 

7. Set up oriehtatbn programs, educational workshops, and regular recognition programs.. 

' S. Assist agency staff to a better understanding and more purposeful use of volunteer services, I 

9. Develop written guides and instructional manuals as needed. 

10. Accept phone calls and letters of inquiry regardlfig donations and.promptly itcknowledge^all donations received. 

1 1 . Through contact with community groups, 4sist In the publk educatbn regarding the agency's operation. 

1 2. Assist volunteers to a better understanding of their roles and the mission of the agency. 

1 3. Work cooperatively with other community agencies when called upon to da so by tfie administration. 

14. Work closely with hespltal administration In setting up annual open house, conduct tours^ and submit preu releases 
as deemed appropriate. 



I . )orgensef^ james D., and Susan K. Ba^ant. Voluntw Tivffifng MoniHt/. Denver:.State of Colorado judicial Depart* 
ment, N^unteer Services Coordination Proiect - ' 
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SAMPLE 
Td bf adapM to iftncy rtqulrMiMntt 



JOB DESCRIPTION FOR DIRECTOR OF VOLUNTEER SERVICES^ 



lh$ dirtcior of voluniMr m\kt% li rtHHw»ib(» to iH« admMtiitfatlvf i^WJOoh. Mli primtry fuiKtlon h to iiiift tht tht 
tniCltutlon In tht dtllv^rY of comprthtniivt hMlth cart to the communUy by obtalnlni and rt Mining an adtquatt nurn- 
' bdf of compatent and utiifiad volunttt r» to augnMnt tht Mrvlct i of tha lnitllutk>n*i parionnal. Ai a dt parimt nt mana- 
|ir. N mutt; 

• Wan for ipkt and aquipmant. davalop tht tHidgt t, and d^ttrmlna tha lUff requlrad. 
a Oavalop critaria for tha aiilinmant of voluntaart 

a Davalop policial and p>ocadurai for tha dtpariment. 

• OavalopandmalnufnraiordiandfwmiarHlpraparcraportiraqulradbyadmlnlivatl^^ 

a £ontlnuouily surva y tha InitltutbnS naadi for voluntaari and voluntaar larvlcai, aoalyia potantlal aiilin* 
manti for junior and adult voluntaari, and dtvaipp job deKrlptiofls for all aiiignma nti 

• Racrult and interviaw voJuntaar%, arranga for ihair placament, orianution, training, and suparvliion; and ad- 
^ lura that all toluntaarii and voluntaar services are evaluated regularly. 

• Maintain a working relatlonihip wjth the staff and personndl of the Initltution and the auxiliary, communica- 
tion with individual volunteers, and conuct with community organizationi as appropriate. 

Tha director of volunteer services must be able to relate to any person of whatever age, background, skills, and ability. 
^ mutt have an gnderstanding of human needs, behavior, and motlvatton, and the ability to develop the capabilities 
of others. Me also must be a skilled communicator and a capable manager and planner. 

Although no one field of experience is directly applicable to this positbn. knowledge of social sciences, business ad- 
ministration, aduit education, and perwnnel administration is particularly helpful. « 

The person employed as director should also have had experienf;e in a posltbn In which he has demonstrated the dc- 
llred qualifications, • 



2. American Hosplul Association. The Voluntitr S^rvk^s Otpmtm^nt In a HnM Cart fnstitytion, Chicago: American 
Hospital Associatloo, 1973. pp. 5 and 6. • ^ 
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SAMPU 
To be adapted to atancy ttqulrorMnti 



PROGRAM GOALS THAT DESCRIBE POSSIBLE VOLUNTEER ROtES * 



Good Groomini Obftctlvos 

1 . To coOdMCt onaoini iMtif nt/volunt««r tauioni for iht d«v«lopment and mainulnanc« of good rooming hablu. 

2. To bring community intanit and concern into an Initliutional setting, thereby attempting to communicate to the . 
patients that they continue to be members of the humgh community. ^ 

3. To provide the material necetsary for basic rooming needs to tho>e Indlvidual^.for ^yhom such items are unavailable 
orunaffordable. ^ 

Fashion Therapy Obloctlvet ^ ^ 

1 . To provide a volunteer/patient relationship tbat is structured, supportive, and caring In a hospital setting. The 
patient *volufiteer relationship, ^\X\s Its emphasis on a sincere human concern, is alwa,ys the pivoul point on which 
the entire program is baied. ^ 

2, To reawaken and/or enhance the patient's a^ar^ness of his or her appearlnce in relationship, to the specific plans fdr 
a specific patient, ^ : 

^3. Td encourage the patient to assume responsibility for personal grooming hali|:s. * 

4. Tp explore and Invite development of a positive self<oncept. ^ ^ , 

5. To encouragt personal choice, I.e., acknowiedfement of the individual's need and right to be and look as he or she 
chooses. ^ . * ♦ 

6. To provide material means to work toward the above objectives through cosmetics, clothing, hair styling, fnd so on, 

7. To provWe contact with people from the community against whom the patient can'iee, test, and ludfe his or her re- 
flections and sense of reality. ' • * 



SAMPLE 
/o b« adapt»d lo a|en«y r«quir«m«nti 



VOLUNtEER JOB DESCRIPTION ^ 



Function: To work on « one 10-0110 b^li witb young p«opltt who unUcr court &up«rviiion or who h*v<j tom« to 
the Attention of the court md io rw«bHih 4 w*rm. lUblo, uipport triondihip reUtlo«$hjp. 

Rfiponilbto to: Volunteer coorcflrui tor 

R«ipontible for: 

1 . Providing ^fteiilension of the ^rvkes offered by MguUr sUfi member* In an Innovative and purpomful man- 
ner for the enrichment of the child. 

2. Acting In a coniclentioui and concerned manner relative to the r\^\ ot the child. Le.» friendship, support. 
com(Vanlon$hlp. Ind to cooperate with the policy, p^edHres, and practices of the court. 

3. Participating In training seision», *Vap" lesslont. and^^kupervlsory conferences an^l striving continuously for 
growth and development in understanding young pei>pfe In conflict. 

4. Keeping any/tecor<fo required. 
Qutlirioitlonignd Abillfies: ' 

1 . Must possess nuturlty and sound ju^^ment; an enthusiastic and healthy philosophy of life; a sensitive and 

* warm personality ; emotional Ind physical stamina sufficient to carry out the task; ability to build a friendship 
on respe^l. dignity, and concern; and the ability tp Iceep Information confidential C)(cept to authorized court 
personnel: * . . 

' . ' . - I' . 

2. Must en|oy working with Uoubled children )^d be willing to continue the work for a period of 9 hfionths, 3 
hours per week. 

3. Must be of good moral character and have a desire to help others. 

4. Must have the ^illty to be opeh and honest in rclatibns with others, 

" * 
Minimum Requirements: 

1 . Some experience in working with children. 

2* A valid Washington i^tate driver's license and Insurance to carry passengerv 
.1. An application with references on file. 

.4. G)mp|etion of orientation and basic training course. ' 



SAMPLE r 

To be adapted to agency requl^m^nts 
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AFTERCARE VOLUNTEER PROGRAM- 
WELCOME HOME AIDE JOB DESCRIPTION 



hirpoMt of thV Profram:' 

h To provldt i voluntfw i^r vico that will help mentally and/or emotionally III patients, who are county resldenti,. 
' to makt the transition from hinpltal life to con\munlty life. This will be done by offering a human relationsMpij^ 
which nothing is required of the tx^tlent other than his existence and tilt permission. iT 

2. To b« Informedof what aftercare facfllties are available, vli.. outpatient care, medications, social rehabilitation; 
and other types of services, and keep written records of conucts with then resources which can be used for evaluation 
purposes. * 

3. To datermine what kinds of resources are needed for returnlpg hoiplul patients and how well present facilities' In 
the county are meeting these needs. As an outgrowth of this, to pfhpolnt where and to what extent gaps exist and to 
help, where possible and fiaslble, to moWIOc the community resources necessary to meet such needs, 

Quaiiflcationsof (he Volunteer: v 



V. Be able to relate to another human being in a warm, friendly, and accepting manner ; care about another person; 
and provide the support they might need to make their own decisions and reach ([heir Own goaik 

1 Be openmlrnJed about, and Interested In, methods of handling problems of living that may not be In accofdance * 
with the volunteer's own set qf values. 

Be "able to be reitonably comfortable in a >tork situation In which results of one^s efforts may not be apparent for 
a long time or may never be very clearly evident i\ 



4. Be Innovative and creative In the relattonship with the 'patient, as needs.become apparent. ' 

5. Be very reliable about fulfilling commlynents and be able to make only promts that can be positively be kept 
and accept only those patient referrals that can be handled with available time and Interest. 

6. Observe strlctIV the confidential nature of any Information regarding the patient 

7. Be aware of a^ilable facilities and/or how to get Information about facilities. ^ 

8. Be willing to vlflt the State hospital tKcaslonally to meet the patient shortly before he or she Is scheduled for 
dlK^arge. This Is very seldom necessary. 
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SAMPLE 

To N «d«pctd to i|#ncy rtqulrtmtnli 



STATISTICAL REPORT^ VOLUNTEER PROGRAM 



3il Quarter, )iiiy t throuih September 30. 19 



Dep^rlmoiu Suporviior 



« air N1 DATA 

A. I No. of Clieni* Bfing !><>rvli«U by Volunteeri, 
EnU of L4St Qu^irUr 
i. No. o( New cyienti AsslgneU to Volunttffir% 

During Qu4rler 
). Total Ci.%eload During Quarter 

4. No. of Clients lerminat^ from CateltiAd 
During Quarter ^ 

5. No. of ClienU Being Serviced by 
Volunteers. Fnd of thi% Quarter 

« No. of CIMhti Being Serviced Directly 

by the Volunteer Coordinator During 
Quarter 

I C. Of Jhe.._ „^ clients no longer being serviced by volunteers: 

I. clients dischar^d. 

^ 2. . „ clients transferred (not committed). 

3. V, clients no longer need service. 

4. *. „ volunteers*feft. 



It VOLUNffLK DATA 

A. Type of Service ^ 

\, Individual Counwiing 
2. Tutoring Only ' 
,V Clerical/Office Work 
4. Group Work Only 
5.1 Pro f essioi\al Services 
6. Intake Work 
i TOTAL 
«. 6tl>er 



Number of 
Volunteers 



Number of 
People 

Receiving 
Servic6 



dumber of 
Hours Donated 
Per Quarter 



) Number of NeW Volunteers Trained During Quarter 

2. Number of New Volunteers Assigned During Quarter 

3. Total Number of Volunteers Trained From Start of Program to End of Quarter 

4. Total Number of Volunteers Assigned Frpm Start of Program to En)tl of Quarter 



n 




. SAMPLE 
To b9 ttf^tod to «|9ncy rt^uli 



i\ VOLUNTCER HANDBOOK' 




The VOLUNTEERS' 



HANDBOOK 

- • , ( 



Anoka State Hospital 
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th« 

VOLUNTEER 
SERVICES OFFICE . . . 

... at ^qIm State \ 

IMtal to in Um BaMoiMU of tht VaU BuiMI^ in 

30. VoluntMr* and oUmt vlaltora may park caAln any of Um 

•fv«na naarby parking lots. /^ 

lilt Voluiitow 8«rvlcii Coordinator li Richard Bokovoy and 

^ VokvlMr AcUvitt«s. Ho 
It alio tho Plroctor of PuMk Rtlatloat ftr Um hotpltal. To 
rttoh tlM offlco by toltpliOM, caU 4ll-aMOoxttntloa 387. Tho 
anUlni addrtat it. Rkhard, Bokovoy Voluntoor Strvlcot 
OCIlet. Anoka Statt Hotpltal. Anoka, Mlnnatota SB3Q8. 



We're Glad You Ve Here 



WB AT ANOKA art dtUihtad you Voluntotrt art 
htrt . . . btctutt wo couMnT do ntarly at much for our 
paUtnta if you wtrtn't. 

You Voluntatra briqg to tht ISOO man and woman the 
Hotpltal Mrvtt taeh ytir tht flavor of "tht rtal world." Tht 
Hotpltara ttatr work! hard to glvt patltnta tht httl 
pr qfat l o n a l trtatmtnt modtm acitnct maktt potilblt. But 
our Staff can ntvtr bt larft tnough, nor have faciUtlti or 
tlmt tnough. to offtr thf ptrtonal warmth that comtt from 
unttlflth huimaa tympathy fredy given. This It your con-, 
trlbutlon. 

»> 

So, no matter how well wt do our Jobs, wt know that our^ 
pattwita ctn profit more fully from what we do btcause of 
f what you do. You htlp your patltnt-frlends to retUse that 
their stays here are temporary ; your example spurs them to 
confidence In their ability to live without either you or ut. 

t 

With aratitude and deep belief in what you and we can ac- 
complish together, we welcome you. We are indeed glad 
you're here. 

♦ 



\ 
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VOLUNTEERS' HANDBOOK 
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What4sa Voiatifeer? 



A VOLUNTK^R to a pattoot't flri«id 

nimdilitp to Um gokton qwUty that VWuntMn brMft to Um 
Hotpltal. hitlmtto an ofttn himly pMpto . . . thay're away 
from home, thty've away from TanUliM. Voluntaara bring 
I thorn umtentandlng, tho chance to talk about thiiMt they 
want to talk about, the aavor of the worM they wiU some day 
■0 back to. Nothing to more vital to their happlhoM or their 
eventdal return to health. 

A Volunteer to not a trained thoraptat; but he's more than an 
amateur. It'* fair to call him a aemi-pro, tor he hai to know a 
tot of UUngi about the beat waye to eerve hto paUent-friendi 
Ttm Volunteer Goordlqalor at the Hoqrital arrmgea orien* 
tatton programi for new voluqteera. and provldea materiato 
and couneel to help them do thoir Jobs weU. ^ 

Thto booktot IsJne ludi aid (on the page 
next to the back cover to a Itot of books that 
Volunteer* will find helptful) . 

What do Volunteer! do? Uler in theae 

egei you'll find come detiitod tuggestlona. 
general, ttiey provide aervicee to patlento 
that the regutor staff hasn't time to offer, 
services that usually mast come from 
"outoide." They vtoit tholr paUent-friends; 
they hflp paUeiito to make "outside" 
contacta, perfor^i "outside" erramto. llMy 
obMTve what the Hospital to A>ii« (their stMgeaUoM often 
helB the staff to do thl%t Mtor).Therprovicto the ''extras" 
that mean so muoh lb men, women; and chUdron in an in- 
stitutional setUi«. \ 

rm booktot teUs new Vduotaors what they nivl to know to 
become geed Volun^. IM it, and keep It atlSnd. 
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MANY AlfBRICAN HOSPITACS-Uka Anoka--«ondtict 
JSA'JS*^**? 2»ttm«ow vm sfWstrvloe to 
pattoali. The purpoaa of theae highly orfsatoed etflbrto to to 

a^anlag*. Under the cartfuUyiiuMad syatom. tholr 
^loea are alwaya thoee 
regulated and needed in one 

part of tho Hospital or * ^ * ,^ 

s?a;:j?ja!^'»Ji$ anoka's 

t^JSaH^SSa VOLUNTEER 

PROGRAM 

for their fUlAwswlU be iMde i^wix/^fvi 
moat effective. 

H5!lI**!li2^^.*»tS' «*^."»«» ^^^j m» •ctlvWes for 
UMm, chiinneto their services so thataU Holpltal anas aro 

The OooitllMtor'i office to 

JlSSSSSfuIf «*l'»9Lrf'^"'« keeping 
' LK^.*^ thair work, and for the awards that rwBoailaettelr 
n^eritorious contributions. -w*v«« uiw 

I^V Coordinator atoo seeks and organtoos the ilrvttffr* 
m of Volunteers-church groups, service chib groups, 
itSXiJ^^^ commmlty groups that wanTto 
« J*!?* Hospital's worit. Som« 40 groups involving 
mor^ than 800 meriibert parUcipate each year in tho 
Beaides these, thsr^are nuuiy tadivldnl Volun- 




OritntaUon MMkmt conduelid by tht QpoHliiator nrovkto 
both (ralnliig atwioM MNikM tor mw VolimlMn and an 
annual conftrinea, uiually In tha tell, for all Indlvlduali and 
grouiM In tha program. Saaalona for IfKUvlduaU Involva loun 
of tht HoaplUl and InitrucUon In Its purpoaaa and tha many 

eiasaa of ila work. Tha annual confamca Uiually offart 
Ika by doctort. nunaa. and othart of tha HotplUI staff and 
jiarsonal accounU of axparlancaa by tha Individual Volun- 



Many grbupa or Individuals maka financial contributions. All 
chocks or monav ordars shouM ba mada payabk to tha Anoka 
SUta Hoapital Voluntaar Council Fund. This monay is usad 
not only at Christmas Uma. but through out tha year for tha 
banaftt of tha paUants or for spoclal projacta for which thara . 
is little or no provision In tharagular hospital budgat. 



The VolunW Sarvlcas Office accepts and distributes many 
ftitr for the patient's befieflt. You may ask the Volunteer 
Services Office to discuss with you the needs of the hospital. 
The gift program floes into high gear at Christmas, when 

(llfts^pour into the Volunteer Services office from groups and 
ndividuais. The office at this season looks like a big bazaar, 
and it serves every patient. 



Pinallv: Certificstesof merit are awarded every two years to 
Indlvldui^ls to recognize faithful Volunteer service. A 
Volunteer miist have made at least four visits in a year to the 
Hospital to become eligible for a certificate. 



4 
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What Does a Volunteer Do? 

THIS QUESTION has no cedtplata anawart and no parma* 
nant answer. For one anawar Is *'almoat avarylhlng/* and 
another must recognise that patlanta* needs which Volun* 
teers can meet today are different from vaaterd^y *s, and that 
tomorrow they will change again. Volun- 
teers' activities and contributions to Anoka 
patlenta are as varying as tha world Itaelf . 

It Is possible to say clearly, howler, that 
there are some kinds of activity Volunteers 
are not asked to undertake. They are not 
thei^plsts— they.do not provide the technl* 
cal servlcea tha trained staff offers. Thejr do 
not awlat In the administrative and mana* 
gerial tasks of tha Hospital. They are con* 
sldM^ed supplements— precious supplements— to Hospital 
serf Ices, for (hey bring human and personal relaUonshlps 
Into the sometimes fqrmaliied institutional life of patianUi. 

What are specific Volunteer contributions? 

Group activities (which Involve the largest number of 
Volunteers and Uie largest number of patients) are of a 
hundred kinds. Examples: 

Church groups brtna choirs hr pstlent ontsrUifimsnt OUisr aroups 
arranis trips for pstrsnis to such pUcss si ths Como Zoo; thsy organlts 
picntci for Mtlsnts; thsy corns to (he Hospltsl lo provlds botlrpsrtiisrs 
and musMbr daticss (some of Ihsss actlvltlss arc occaskmal. soma 
r0pmmod r^i^r schsdulas). Thsy may uks paMsnu In smalt groups 
to Viking (A* Twins gamas, to ths Gulhrls Thtatrs or oUier tMtrss. to 
Ht>rartss or art gallsrlss or ootict rts. Thsy provlds Christmas cooklss 
for Christmas partlss; they hoM rummage salsa to support ^he Volun* 
teorFund; ^y sand msmbirs for ward scrvlcs as nurss'a aides or 
ordeHlaa. Thsy taka raaponalblhty for baking birthday cakas (in ons 
year eleven church groups coMtitutlng the **birtj|iday Club" contributed 
Mi Individual |>trtfidfiy cakes u m individual paUenU). They oome to 
th^ Hosplul on July i and 4rther holidays to put on recresUonal 
programs. They aid w^th the Chrisunas Open jlouse. They take patients 
to Aquatennlal or Winter Carnival events. 

All such acUvlties are planned In consulatlon with the 
Volunteer Coordinator. Sometime sugg^tiions move from 
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ttM Ooordlmtor to oroupt. MMM0^ 
pUni un •pprovvd by the Coordinator. 

IndlvMMi VoluntMr MUvlltM U9 pUraitd and cooitttiwtod ' 
In Um Mm* numiMf. and many of Uitni art like graup- 
wMMorwl ac^vltkt. work In wank und«r nurMs' lUMr- 
vklon, for ojuimpto. UMUvMuala tMMtortako aGorw of oOmt 
•irvJcw. howvvtc. An iMUvMual may accompany a paUaiit 
on a ihopplng trip to Anoka or tht Twin OOw: Ha maylako'a 
yowig patlank for a viait to his own doctor. Ht may halp 
patitnto to uae tho HoMitai library. Ho may aiaiat an oc- 
cupaUonal or rthabUltation thorikpist. Ho may play goff with 

^. ^ • •>«»• ^ Rum Rivor, or 

aM him in totttr-writliig. 

Individual Voluntoora may Mrwon a rogular basia-once a 
\«wfk. OMMamonth, morooftttior kaa-HNr bs may lorvo "on 
caU. ' Voliintowa in nearby oommunitloo are availablo on 
days thty ipodtv to accompany Mtlmta to other hotpltalB. 
MtftinM or boardlni boBwa. or ofAhoAoumli appointmmto 
(thf Hoipital providoa can and drivtn), thui avoiding 
laUng regular employoea off duty. 

Mort and more Important in the Voluhtaor acene ii the Ona- 
to-Ona program lo widely empknrod recently in AmeMca In 
treatment of the mentally lU. Umfer One-to^e, a Volunteer 
reapondi to a Hoapttol requeat for an individual to eetobliih a 
relatlonihip with.an individual paUant. In ito moat Intontaive 
appUcatton, ttie Qt»to^ reUtloMMp often involvee a 
weekly yiiit by the VohHiteer4o * W patient; he ii eUper- 
ylaed carefully to hi* relattomiitoa and acUvttlM, thoughhe 
leama not to coofUae tha flri>idihlp relation with theni^ His 
purpooe ia to provide to tha paiTant aa intimato and aym- 
Mtfiatie a cohtoct aa Is conaklered helpful; he baeom«« 
Mend, advlaw. (M^^ 
aldMha>Hoapltal World. • 

QttMMiae Vohmtoer rtlattoMhlp* on a leei Intooaive 

". f ^ ' P!^ 5**! wtonthrHire alio common, 

iMiaUyUi^ 

Mtonaaola Aaaoclatkn for Maalal HaaltiL 
VoMtaeri al««yt lerve und^ 
ERIC • ANOKAttAt«im>fTAL 




•upervision of the h«ad or auperviaor of the department to 
which they are asiigned. a nurae. a therapist, a medical* 
officer, a aocial workar. The Volunteer Coordinator is not 
looked to fir apeclflc M«Mrvislon, but rather for initial 
training and asalgnmant. 

The Responsibilities 
of Volunteer Service 

MOST A^OLUNTliXRS become Volunteers becauae theya re 
moved by wlut Dr Francia J. Braoeland has caUed ''the 
hlidieat human value, man's concern for his hi 
Vdunteera at Aiioka iare men and women, youM and « 
diBUke inequality of opportuhity and coiidlUon, and who flndt\ 
contribution to others'^ welfara more satisfying than I ^ ^ 
convonienoe. 

/ ■ ■ ■ 

Moot of those who btacome Volunteers are aware th*t the 
service thear.are about to offer entails both oUkatlons and 
rewards. About the rewarda this booklet will aaylltae-they 
multiply aa service continuak. But some of the obligation* ar» 
not always at first visible. Lat's talk about themT 

Accepiaiice of RetpoBslMUljr a "good" VUunteer knows that 
depemkibiUtv ia primarji Not onhr the Hoapltol but even 
more the patient must koAf that a Volunteer Is as good as his 
That when he savs he wUl vlfit a paUent regularly, he 
wiU do eorlhat when h«.Pit»mliaa to eacort a patient on a 
shopping trip, hla omt ^iTba at the right door at the right 
?T.."'W?"JK??'#^ wfllsuffer.jperhapaonly a UtthT if 
jMh^ but a rift in'thai^nfldem tfa pi^Tto not lyudly 

Friendship, not Charily HMWwitlal gift of a Voluotatr to a 

Ktfcwt ia Mandihip, gatwrously ahd warmly oflM. 
ittoots In ahomttal are upraoted peopM, paoplrdNiwn aat 
of thi Uyia aSnSe fualUas ySST^SS^ vSSiS 
may to tbtlr only Si^ tha iiir«l^^ 
mora than anything, tiMty need to find la th&'^Mntacia th« 
Msuranee of a klwfad huoaji'sialireetlikM^ 



AMrtotkafWtttOM 



Ihit 



JMr umMl MatribullOT to dMrttoUt «r iSrvk* 
-_VriMt. TjBdur wt know this ii Mt taoiiih. »«parl «l 
MTvlM crtMlai^ is vital. But ao dSSTliiSSSnr Ms 
WfM M.nMM* to, or 4tt M mudilor, • Hsspltid 
pttlMl w • iHwd-ctaspaaAtlMi MKurfty th*t • '•im youMxt 
wtik*' ii^a fiMrantM. not • fiMTv courtMy. 

nt Patlwt't J>HvMy A iMslc t«Mt of aU o( the MpliM 
jM^fMston^imdlcUM, ^ cWfyJiw. social work, mi 
^rt-is that relatloniMpi liftipi tht iiMdlul and th« 
iMlpart arc confktontlal By tlw iffy nature of VoluntMT- 
■ Patlont InUmacy. a Voluntaer galm imlghts into the 
jMcredei of the lives of his patient-friends, certain kimto of 
knowledge about them, that must not lie revealed. Voluntem 
bear as much burden as do members of the profftssional staff 
to protogct the right Of pstienU to live in self-respecUng 
privacy. . 



The liM of GuMiBce As this booklet pointed out earlier. 
Volunteers are not expected to be doctors, nurses, or thers- 
pisU. They serve another fUncUon, one that staff doctors, 
nureei, and therapists rarely have time to 
perform. Moreover. Volunteers—even 
should they happen to be professionally 
equipped--are not In charge of treatment 
plans, and they don't usually have full 
information. Consequently they are expec- 
ted to model their relaUowhip with 

Stients according to the guide-Unes or 
itructions provided by the supervisors 
of depsrtments to wbidi they are ssslfned. 
Not to do so might seriously interfere 
with patient progress. 
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muMmmi at 

tSaS^SiSSii How lo Become 
SaiTijrYt o Volunteer 

ready told you. 

U you are a member of a pnu^ ^urehfroup. a dvic or 
luncheon dub. a social 0oup>-lnterssted liTcontributlM Un 
the welfare d people Who need you. you can liitereat thi^ 
oroapln arrangliifl to sponsor a program at the Hnsnital. 
do>so, you consult the group (usually of 10 to » members) to 
make sure that all are in position to devote time to the ac- 
Uvity (amounts of Ume given by different growM vary 
.widelv.lrom a few hours a month to regular weekly visits). 
You then telephone or visit the Volunteer Coordlnatflr; BC 90 
Vail BuUding (telephone 4Sl<SM0. fixtera^on 987). You wiU 
arrange appointmenU for interviews with the CoonUnstor. 
who will then assign your gnHlp to a service requested in 
some area of patient care and schedule„the necessary 
orientation and training sessions. 

If you wish to serve as a\individual, apply to 
the (Coordinator and arrange for an interview. 
After the interview you will be given an 
assignment on which you agree. You will 
begin your service following orientation. 

FuU records of your s«rsvice wiU be kept at 
the Coordihator's office— your rei^tratton 
form, your as«|gnmento. your hours of woft. 
It is a Vtriunteor's respianslbiUty to see Oist 
hours are recorded. 




(If you Uvt imrar oqt ol Uw otiMr SUM* hotptuli th»n Anoka, ytti Uiv 
wWi to volunlMr for Mrvket Uior*. Tho othor monUl hoipiUls an at 
rarfui raUa. HaaUnga, Mooaa Uk% Rodieatar, St PMir. and vTmrtMr; 
-faclllUaa for Of mpiiMiUy ratardad ar* at kralnattl. Cambrkigo. 
raribault, MlnnaioUi VaUay, Owatoiwa, and 8hakof«a.) ~ 
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BOOKS for VOLUNTEERS 

VOLUNTEIERS-Hind everybody who wuiti to undtritand 

JyoM named twlow a foscinaUng and helpful advenbire 
Miiny of UMm 'road like noveta. '^All are vKSi any bl3?i 



Bwni. atfford W., A MIND THAT FOUND ITSELF 
, pwbleday, iws) 

• Brian, TALKING WITH PATIENTS 
<Up|>lncoU, 19U) 

Oehnia. Lorraine, PSYCHOLOGY OF HUMAN BE+ 
HAVIOR FOR NURSEJS (l£Jie« i^^^ 

Goffman, ferving, ASYLUMS (Doubleday, 1961) 

^^^fSSu"*""***' * NEVER PROMISED YOU A 
ROSE GARDEN (Holt, 19M) 

Maekett, Paul, CARDBOARD GIANT^ (Putnam, 1952) 

Hofftnaif. Peggy, A FOREST OF FEATHERS 
(fbircourt, 1966) 

Jionei, Maxw0ll. THE THERAPEUTIC COMMUNltV. l( 
(Baai<:, 1953) 

''^l^uSfm'YSi \OND THE THERAPEUTIC • 
COMMUNITY <<Ba«ic, 1968) 

"^S'Jf 'v."^"^ ^^^^ WORLD OF MENTAL 
.ILLNESS (Harper, 1964) 

Itttminger, Karl* LOVE AGAINST HATE 

, (Harcourt, tM3) , 

liwi. Laiiw, THIS STRANQBlt MY SON 
^ (FUtnam, 19n) 
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SAMPLE 

To*be adiptfd to Agency fequlrem^ntt 



INTERVIEW LOGISTICS CHECKLIST 



Woft ihc a|>p1i^4nl arrivcv iHe toJIowIng item> vhuuld b« reviewed lo einurt? thai ihv inicrvlow will lake plate iri . 
Oomfuruble, m>mhr«alonini environment and that the interviewer i^ well orxani/ed and piv^^ared lor the meiMniK 
Before applicant arrival, the interviewer >hould dttcrmine which of the iiem% below arc applitahlo n> hi^hei prDgi^ 



I. Will there bo vonieone to greet the applicant and, il necesury, 
AdminKier the pr\>per fotm^^ 




2. U there a co\tor table place Uvt the interviewf 



KecuplioniM 

Kcfre%limcnis: 
(coffee, le.i. 
creamer, >UH.ir. 
cups, etc.) 

WriJinK table 
and penciU 

I orJn^: ^ 
application 
sign-in sheet 
choice sheet 
. icfcrenccs 

Adequate furniture 

Tcmpewturo 

Private/qoiot 

"room, 
Well-tit 
Clean 

(but not sterile) 



3. Has the interviewer: 

reviewed ail available applicant intormatiorl? 
boconie familiar with program||oals and objectives? 
gathered the forjms he/she.mifR complete during the interview? 
jotted down questions to be aiked during interview? 
Ti^ve all necesMfy Information at his/her disposal during the interview? 



4 

staff 



IF thie applicMt is to be given a touiKi 
reit of the staff been notified? ^ 



)f the facility oT^gency, has the ' 



Intcrvie^guidesheet 
|ob descn^tion 
(topies of information 
, arxJ response sent 
to applicant 
Applic4tion form 
referencei 
^cltoice^ sheet 
Agency referral file 
Schedule of orienu- 

tiori and training ^ 
Volunteer agency^ 
^vJcontract 
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To bf adtpflKKo af^ncy requirtmonii 



COMMUNITY RESOURCE REFERRAL FILE 

(to be updaiod periodically) ^ 



Name of Agency: 



Addreit: 



Telephone Number:, 



ConUcl Person: 



t ype of Agency (briefly detcrlf>e, e^., alcohol reil4enti«l Ireatm^t center): 




How to Refer AppllMnti; 



Kinds of Volunteer* Nee<M al Afency; / ' 



I cedback (dewlbc agency rjwptlvlty to volunteerr«nd note date and w)ur,C9 of feedback): 



1- 




• SAMPLE 
To b« adapted to agency requlreiiMnii 



tUNTCER INTERVIEW GUIPESHEET 



11 



Time Interview 
begins: * 



Owlrrt'lHHltloo: • 

A — ; -7 

Rtltvifi^informttion about applicant that is not includefj on application form: 
*• " • . " 

, .1 — — ' — r ' ' p — — . — 

• Intwrisfs; . ^ 

» ■ *4 ' ! T 

- '• (Mm: ' ■" 



Time Interview ends: 



To Bt Compl«t#d After Applicant Leave9 ^ « ' 

^ <^n|yLcofjm*i>t*/reactibns (include^ljow 4Pi||iunt relates to ^ and he/$h<i responds to ques0Sns) : 




.* 



RM^tmnckCion: 



fUfer to another agency . 



Refer td^rv>ther individual 




(specify n^e of aaency) ^ ' ' within |^is aaentv 



.^^ (Specify • 



name) 



4 ■ ♦ 



0 vi 



•i ■■.*. * " , -^l- . . - . ■ 



To tmidtpt^ U aiMMy raquirmin 



LOC,OF /VOLUNTEER PHONE INQUIRIES 
(to b« Mflu rtc«tv«d| • . ♦ 



- 0 



* 

r 

«> 


JNQUUlER*S NAMK/ADDRESS > 

■ * ■ 


• VOLUNTE^R^ATEOORY " 

1 Indlvklual voluntttr 

2 Group MTVic* 

3 SpfcUl contrlbutk>n 

4 Uonor 


ACTION TAKEN 

1 ADoHcAllon mMllmA 

2 Interview mNAiM 
31<«f^irr«d to Indlvktuil 

within ageocy 
4 Rvferr^d to another |i|»rKy 


N.' ■ 

(■ 


■ - -A ■# r 




: ^ 


* « 






: ^ 


* 




* t 

* * 


ft 




r 

■ ...^ 


K ; * 


• 


• 


■ \ 


• 






I 



■> * 



SAMPtE 

* ■ ■ ■. 

To b« Adaptfd to «|»rKy rtqulremtnts 



INVITATION TO INTERyiEW^ 




V 



Thank yew for your Inurtti In the MtnUUHtalih Aiiocltlion of ^onliomery County Voluntatr Cbrpi. I hopt th« ^ 
followinglnformatton will help you declif If you with to apply to the C6rp|. 

^ Volunteer Corps trtlnlnf (sompriiet 35 hours of |eneralUed Iniiructlon and 10 hours of sp^clallied skill tralnli^ ami 
meeu ti^ct a week for 4 weeks. Th% training program Is c^iHlucted by a yukiy of menUl health profiselohali. It Is 
'|ear«d for those Interested In becoming voYunteers«ctlvely engated In unique helping relationships with hoiprtillied 
and formerly hospHalUed mental patients. '»« ^ y 

We have no educallonal requlremenU for volunteert; rather we look for indlvkluals who exhibit the ability to be oom^ 
foruble, caring^ and nonjudgmAtal with person^fTerlng from ^varying degtMs of mental Illness. A personal Intervliw 
is required for ^11 applicants and all applicants mi^st agree t6: 

e become a member of the Mental Heal^ AssdcUtlpn. 

give a minimum of M)0 hours t>er year In service (trainlrfrtlme Includedi These will Include llso a.minlmum of 
. 50 hours' ftirvice at Springfield Sute Mosplul, In SykesvUle, Md*/or oi^ Remotlvatlon Pro|rim*Serlei 
e m4kkea^y«JH^ t<^mltmenttoth^^ ' ^ i ' ' V " 

e ^ke 35 hours' general trahnltig Jndop to 20 hours of spKlaMsed ; , - : 1. . 

; V purchase any r^^^ . ^ ' • • 

As ai\ Initial placement. It Is rt^pmnwndod that new Vohinteer Corps members participate In the Remotlvatlon Pro- 
Vj|m as thetrbeglnnlng commitment to Spflngfleld Sute Hospital. We tuttut this as a first pfacemem for three rfiiiMH^ 

1. toprovlde a struc^rjMi experience for new volunteers, \ 

2. k) acquaint the volunteers with the hospital system and the voluntecir's fMnrmih that system gfid, 

3. to eniure that u many of the hosplut patlenu as possible can nicelve the volunteeMpooaored Rempttyatloii ; 
Series, Which Is now considered an easentlalxmiponent of th; holtiflurs reh^billutlon program. 

Following the 50 houb' commitment to Springfield Sute HoiplUI» volunteer o^rtunltles Include ntkKit Sponso^ 
shipi the Welcome-Home Aide Pro|^am, and/or partlclpitton in varioai£ounty iRgrtuI Facility hroffiritt^ ilt of which 
Will be fully eNpl^lped during the training; With tt^e exci«>tk>n of the pallet s<H>rfibr uniti theie plac|m^ gperUe In 
l^ontgomery County ami become ayallableacMrVliv ' * J . 

If you are Interested In exploring your volunteerJ^lbllltles tiit ^Is program, pleal»ull the MHAMC^ofTM (949"125S) ' 
to arrange foa an Innrview. For those inlir^t«dm ift evening ^tlnlng program and |>l«e^Att« evening tnt^ws ciO 
be arrangid. i>a •acIoukI |ppllcatk>n should ba cqinpleied and brought wlth^you |at dM ttmt of th# Intir^Hw, ; 

I look forward to meeting you and dlscuulng the Volunteer Gori>s prograin with you. Thank you a|idn for your lnlefti|. 
Sincerely yours, • . ^ 



V 



SAMPLE 

I« b« adapted to agency rvquircmcnti 



VOLUNTEER APPLICATION FORM^ 



Nlmf of «pou\tf _ 



OccuiitAtion 

^^P „ Phone 



SpouttfS occupation. 



iinJ date of birth 

Number of children 

$chiH>U4llendfd_ 

Degrtpev certiflcalev etc.. and when obtained 



^ — ^ 



If a colloKe graj^ate, what was your majof > 
Experience a» k paM o/nploytc 



7 



: ..- ■ '..,:.i...^^iirz] 

What tf ainl^, if any. have you had related to ttatf iefd of alcoholiwn? 



tl|||1e 



What arc your <pccijl i^tm%u, iKms. hobbies, etc? . 



. * 



T r 



(con)lnued nej^t page) 
85 
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Applkaiion I ornt (cont'd) 



\Um nunv hiHir* tan yiui *rrv0 wo«kly, And wh4l houn do you preftr. on wft^l d*y% ol th« w«fK?. 



liow flcKjlbiv is your Hhcdule? 



Do vein fuvo youi own trAf^^ntrUtlon? »^ 



^.^^^^-....JSbi,^..^ 



Would you N wllhng to ptovlde traniporC4tion to cllenttand thoir fimlMet? 



Hi)w did you leain jihout if\\\ program (If through newtpaptr, ple4S9 v>oclfy) 



Wlut attnits you to this priMJun? ^ 



a wi>tkiMgNin jn jtcohoilun agency? 





V 



h wojJ^njj^H^i alci>hoHc people? 



^hkh coinmunity group alfiMuiionTRIvc Wfc.A impofUnt for you?^ 

t 

( hurch _^ _ , . --^ ■ : — ^ — ^ 

VW^ . ... „ „ . " ^ 

Se#*/itc groups _ . ,#t-t - 



IVotes%M>rul gri^up\u._ _ . 
Youth organi/iilJims \ 




Numbers to contact In an emergency: 

Spous«\bUsine%* tolcphono: 

Individual <^tf than spouse; ^ 

Name 



Phone 




tin 



e; 



a. 

■I 

imikatc Ihf 4roaH of invt>lven>ryt thji intcri'st vuu 
Admlnlitfitlve: 

Atcountlnii; 
tiling 

*VP*f^« „ 

fumlfjisinK 

pi ji^nlOH 



'A 



othe/ 

Couittvling 

^ OccupiAtlonar 

• thtfipy ' 

Pubfk r«latk>ni/ 

publklty^ 

puhtk speaking \^ 

spwch wrlilng 

speiMrt bureau ^ 

oihcr ^ 

Oftftt/artlitic . 



(\pccilv) 

news releases 
radio spftU 
photOKraphy 

(spcLifv)_-^_^ _ 



Ph ony 
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NOTICE OF ACCEPT ANCE/IN|yiTATION TO ORIENTATION* 



1 



D»ar 



Con|r«tul#tk)n« and wtlcomv to (name of 4«oncy)S volunteer force. We arc dct){|hted to have you join ui and will do 
our belt tb iTvlp you have a %atUfylng and rewarding oxpertoncc. The next step in your volunteer experience will be / 
Ixlenution. You1l meet our tuff, tour the facility /dlKu'i^ program potkio and conftdentUlltv refutatloiii, w4 rfcehfv 
"(retraining Informalpb. We are confident that the pre^ntatlon at the oHentation wltt prepare you for the upcomini 
training. We look forward to leelngyofU a^(ftir\)A), on (date) at (place). 

Sincerely yourt. 



Volunteer Coordinator 




SAMPLE 

To be adapted to afetKy reqgirtmenti 



NOTICE OF REJECTION/REFERRAt' 



Dear 

4 



I want to th4nk you ^0\n for yogr interest In our Voluntter Corps: Ont of the most positive aspects about our pro- 
iram is the response we get from caring Individuals such as yourself. 

Becaute of the nature of the volMnteerIng we ask our graduates to engap In, we are not always able to accept all those 
WHO apply. We earnestly try to make assignments compatible with Individual Interests and talents. 
Your application Is being kept on ni,. as we will certainly let you know of any addiUonal volunteer opportunities In the 
neld of menta^ health which might be appropriate In view Of your specific back^bund and quallflcitlons. In the mean- 
lime, you might find one of the volunteer opportunities listed In the attached sheet of Interest to you. % 

I appreciate your efforts in applying to our Volunteer Corps; I'm fust so sorry that we can not use all of \e excellent 
applkants who responded. ^ 

Sincerely yours, ^ ^ ^ 

(SignaiuTf) 

Volunteer Coordinator 
. Volunteer Q)rps 




SAMPLE 



•I 



1 0 b« adapted to <K»ncy r»qulr«m«ntt 



AGENCY- VOLUNTEER CONTRArT 




Date: 



The ^encv Agrees to provide the volunteer ^iih education and training to prepare the volunteer for his/her iervlce» 
an auignment t^oth uieful and Uti^fying^ acceptable working condltfons, and acceptance by both clients and staff as 
a rrjember of the a|en4!y team.. 

Th^ agency agrees to provide a 2 mopth probatbnary periodH>efore granting permanent volunteer statul,'sup«l^isloh» 
periodic evaluation, inservice education, and change o(, a^ilgnnfients a^ appropriate. 

The volunteer agrees X6 carry out assfgnitients to the best of his/her abiHty, ^Mowing the agency's guidelines and re- 
specting both clients and staff as members of the team. 

The volunteer will use structured Channels of lommunication exclusively to report pr^em situations, to request coni 
sultations or a change of assignment, and to provide feedback and suggestions. He/she will strictly observe the time- 
frame for his/her allignment, an^ report well in advance when he/she must be late for or miss an appointments 

The volunteer vidll respect the dignity of the client and the integrity of the agency by maintaining confidentiality of 
Information received in the course of service. 



(Signed). 



Volunteer coordinator 



(Signed). 



Volunteer 
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SAMPLE 

To tM 4cUptfd to «t*ncy rtqulrtmtnu ~ 

VOUUNTECR BlU OF RiGHTS" 



1. The fight to b« tr«at«d ai 4 coworker HIloi juM 41 frte help, not WAprlfn*^^ 

The right to 4 tuiublf assignment w^lh coniider«tk>n for penonal prefennce. temperament, life experience, edu* 
cetion» and employment hackiroMnd. • 

S. The right to Know ai much about the or ganUatfon as poi4lble-lts pollclesi lu People. Iti pror Am. 

4. The right to training for the |ob training thoughtfully plariined and effectively preiented. 

5. The right to continuing education on the |ob as fbltowup to^mUlal tralnlnt\nformaMon about new developmehti. 
and training for greater responiibimy, 

6. The right lu lound guidance and direction by someone who Is experienced, well Informed^ patient, and thought^ 
ful. and wfio has the time to Invest in giving guidance. * 

7. The right to a pUce to work; an orderly, desigruted place, conducive to work and worthy of the job tol)e done. 
S, The right to promotion and vilely of experiences, through advancement to assignments of more rtsponiibllity. 

through tranifer from one actlflty to another, througf^ special assignments, 

9. The right to be heard, to have a part fn planning, to feel free to make suggestiont, and to h»v^ respect sh6%vn for 
an honest opinion. • 

10, The right to recognition In the form of promotton and awards, through day-tOHlay exjciresilorf^ of ippreclatlon, 
and by being treated as a bona f}de coworker. - ■ 



SAMPLE 
• To bo idft|>t9d to ifofioy fo^ulf • it^^fit t 
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VOLUNTEER PROGRAM AND TRAINING DESIGN- 
THE COTTAGE PROGRAM 



< 



Aftncy Ovtrvltw 

CotUH Prorini li i comrminity-t^mc^ fvnlly-#rlt(ll«d tr««tm«nt pro|rim for fimlllf > with «lcqhol abUM rtlil^ 
probltmt. It li fiirthf»« piiirvMry fducatlon* prtvtntlcjK^MM #«rly rhttrvtnilpn progr«m d«alln| with tutni(toi md rtln- 
fbitlvt.b#h«vk>ri tHat p#i|||||i«t« iub»tanc« %V * ^ 



TKe trtitm#nt moddity Ibnclloni In rf litivt ilnru^lty . TlngjpMllFlpklni m«mbtn'of i family Involvtd In a two* 
part Mrlti of th« QjMl nf^tlng proctu. In an ^forrfiil famMy mMtlnt th« Cottafi m«<tlii| moderator cpnft'ontt lh« 
UlnM o/dMlil (tHImary aiptcrof alcohol abuM) with th« family. Th« family ii givtn specific taiki In ttrmi of to- 
havk>r changa rt liMo to tH# unhfj^jlf drinking tojuvlor and a thorough rtcognltlon of M|f-r«ipon$lbllity In th« pwr^ 
,p«tuatlon of th« problifhi.i^ anjjj^Btlmttt l-wttTperiod, thtVamlly partlclpatti In th« Mcond Cottaft mttting ^ 
whwrt in tha ninfoircing roin#M^^U|)klngmemb«r li playing ar« axpoi^d and dlicutiad. SfMCiflc b«havk)r chaAgM 
aiamaaniofandlng thts^lMU^ inltiatad, courted with amphaili on tha nacauity for focui dlrtctMl 

away f^om tha drinklnl m^fUJullRR^itir \ 

ThU oomplatat tha twoi>art Cottaga meeting procau. and although^amoderator may meat with a family a maximum of 
six timei» we are not in the builneii of long-range family countellng. Tli^e ikllli needed by a family to deal effectively 
with Iti own abutWe drinking problem are^Klequately Imparted In this tWo-part process. Families or an IndlvMual may* 
however, )>artl€lpaU In the program series as many times as they wish. N ^ 

The Cottage accepts program participants from a: variety of re)t)urcei> Inclildlng direct referral from ottier agencies. 
There is no fiNB to participant! or referral spgrce. Our primvy objective is to reach as many people as possible and break 
the cycle of perpetu^lon of alcohol abus^. There are no screening criteria for program participants. If a participant, af- 
ter the cottage meeting process^ is in need oif extended or lor^ range treatment^ appropriate referral is then made. 

Please free to visit the Cottage and further explore the possibilities of direct referral. We welcome the opportunity 
to meet with you and to share our pro-am as a meaningful resource to your agency and to yourielf^as an Individual. 



.SAMPLE 

To ht adapted to ageiH y rcqiilrr mcnt* 



VOLUNTEER TRAINING 



* 

( 

Volunteer training i\ an often overworked phia\e and j gencr ally iniujrnferUiHHi concept Quite $lmply, it It the procek^ 
by which unpaid and. theoretically, untfainetl ind(\ulual\ become integrated into the pn>cest and detign o^ a program. 
It will providi' the volunteer with adei|uatc rniormatK)n and \krll\ to be able to function within the program In a man- 
ner that ii pmitive and enharfcing for both the volunnwr and the proi^^m. k will be relevant, tnllghtenlng, and motivat- 
ing to the volunteer and potential volunteer experiences Specific training in n4»lc communlcaclor) and human r«Utlon$ 
lilllU i> eitential to volunteer performance in human service* oriented pn>gratin. Clearly, It can and will have a ilgnlfl. 
Cant impact on the volunteer'* program performance* but perhaps even, more Imporlarit, on hit perion^l I'vel 
of functioning. ' V ) 

The (!ottage Program volunteer trainmg program attempt* to pkwide these likilK at the very minimum. Over and above 
thc«^ preliminary \klll\ and program orieniatfon, it will attempt to provide a co Tipreh*en*lve advanced tr joining process 
by which a volunteer may further develop his >kill level The Cottage Program volunteer training program |lio has a 
bMilt in strucnire to enable volunteers to become eflrcfive trainers. 

The ultimate goal of the training process is to provide * vehicle thai will maintain continued program relevance and that 
will ultimately be designed and executed by the volunteers themselves. The process for the development o^ a total vol- 
unieer program u> be initiated and administered by volunteers Is the goal. The initial training experience^ In conjunction 
with the advanced training experience, is designed and implemented toward fulfillment of this goal. 

Volunteer Role Statement and Structure 

The concept of the volunteer i\ critical in the Cottage Meeting Program Volunteers are unpaid people who are able to 
give limited time to be ot help in something that they deem worthwhile and personally rewarding. They bring with 
them a variety of resixirces. interests, and perso tal areas ol expertise. The program must be sensitive to these common 
denominators of yolunteerism and design its volunteer structure to b^ adaptable. The O<(tli^»>i^ogram has adopted a 
volunteer hierarchy that provides a structure 4nd framework through which volunieertmay function and progreu, 

yht role of the volunteer, is mullifaceled. Without the volunteer, some of the very real rii^s of <he program partlcl*. 
pants might never he met. The volunteNpr provides an intermediary stop between the partlcDants and the program ItMlf. 
Volunteers are trained to fulfill the role of moderator and volunteer trainer as v^ell as teveriJ other roles. The volunteer, 
through his warm, nurturing, and accepting approach to participants, provides a very necessary element to creating and 
sustaining the healthy environment in which the staff's related roles may be best conipllmenteo 

The Cottage Program volunteer sysienv win s«.)on develop into ;an autonomous organization that wofks in con|unction 
with the program staff, ensuring continued program relevance and continuity. The process for Ihii iransiHoh has al- 
ready been implemented and is ohgolng. In the interim, however, cfforti are being made to provide the programmatic 
and supportive services essential to a succeisful volunteer program. * 
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SAMPLE 

J a be adapted to Agency re<^u)r'emoiiti 



f 



NI^IGHBORHQOD ^ORK 



7 y \ 

Nc»i|iht>oih(Hxi WiKk w the mok viuf part of thr I'utiaitc Program. 1 hi%it where we eHpegppce the real %tigma, mylhv 

and denial o( alvoholiy^i thai are so prevalent in all our communities, \ 

* . ' * \ ' • ^ 

t i>i Y*ar\ we have been treating ihp ftkieii o» aUohoiiwn with programi that Jodut on^reating the alc(>holic I heie pru 

gram\ are highly clMnmendabtc, but alt))hoMim \liU ren[\^in% the number one health and social ^oblen> in thK country. ' 

Our prewnt treatment progiarYi\ don't ev^^ b9$\n to ke«p pace with the illness. We can all tit on our hands for the rest 

of iHji lives fanuvi/mg ab<HJi the nice thibgs we are going to do* but wiiat we need now is ACTtQN ACTION directed 

toward the proptc in our own comnfTunity, for \\ is |n our tommunities that we firui the fertile sf)il where the ^ds (»t 

alcoholivii grow into full blosM>m. 1 here we find the one who is ill that person wc call the **alcoholi(«'* 

I he Cottage Program i\ the only program today that is woiking to %olve the problem by Jttualfy ii>ing into the oeigb 
biuhtHxfs talkirtg with people, delivering info^mjti^)n, <ind holding' (lottage Meetings to"* eduigite^ people atu>ut 

akohollvi}. 



the Cottage Program is a people progranvVnd the heart of it is the Beautiful Voluntcff. These are t|ie iKople whii want 
to bo|;omo helpers and grven human nourlMimcnt to other people in our communily, whether th<5y drink or not. 

We all nml-to change our attitude toward the use of alcohol, it- we arc going to whip the illness of 4lcohqli\m. 
The problcm is Al MTDOL ' 
I he answer is tDUCAllON fOR AWARf NtSS . 
.iwaidi>es( for dMAN(;h . . . 

change 'for PRlVtNTION. ' ^ 

We need to treat the illness of akt^liolism as we tr^at malaria, t.et's stop running around swatting the mosquito when 
tht Swamp instill infested. Lt T^S l UFAT THt SWAMP 



(Si^fhiture) 
Vidupteei Irainer 



r 



SAMPLE 

DELIVERY SYSTEM FtOW CHART 
VoSMft ^ VoiuntMrs 



Consulunu 



field 
Tralfwr 



VOLUNTEER 







Proidct 
Dlrector 



^ VOUUNTEER 



Field 
Trainer 




\ Ctf Mod = Cotuge meeting moderator 



1.XJL I I 

|Ctg||Ctg^ Ctg CtgljCtg 
I Mod I IMc^I |Mod||Mo4||M9d 




Program recipients 
9,100 « 
12 months 



Key Moderator = Key Cottage^ M^ing Moderator 



FRir 



07 , 
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i SAMPLE 
to be adapl^ to agency requirements 



INITIAL VOLUNTEER TRAINING 



\ 



Cycle I , 

10:00a.m. or 7:00 p.m. 



Materials needed: 
# 



Cycle II 

10:00 a.m. or 7:00 p.mV 



Material needed: 



^ training begins 

Orienution and award description 

Fill out locator card alid pretest 
1. Volunteer InfoJ-matlort sheet* 

Discuss Cottage approach and modeling 

Outreach methodology ^ 

1 . Need to educate the community ; statistics 

2« Door-knocking concept (sheet) 

DoQT- knocking in neighborhood* ' 

Critique experience ^ 

1. Turn in ifnd comptelte locator carc^ , , 

2. Describe locator ca^d system 

(governor's letter ^ 
Locator cards, mail-in cards « 
Awareness sheets 
Doqpknockin^ sheets . 



Training begins 

Overview of Cottage Program 

1. Denial handout* and discussion 

2. Assign stage and reacting role memdrizatlon 

Door:l^nocking in neighborhood 

afritique ^experience 

1 . Complete locator card system i 

« * 
Volunteer time service reports 

,1 . When lo complete and turn in ^ 

2. Replace yourself through all growth chart phases 

Assign comoderator of Cottage Meeting No. \ 



Governor's letter 
Locator cards^ mail 



•lif cards 



4 r 



Ml ' V • . 

1O:00a.A(,or7:OOq.m. 



MattrliltNtMM: 
Cyc»t IV 

10KX) 1.01. or 7:00 p.m. 



Materials.newlod: 
Cyci«V 

f 

I 10:00 rm, or 7:00 p.n. 



*Mttorials nMdod: 




Tr^fnlng begins ' ^ 

livery system handout and proientatlon 

/ Ralattd dapej>danci«s discussion 

• y DooT'knocMng In n«(|hborHood 

/ Crltlq(J9 fxperldnce ^ 
) 1. tlomplelt system - 

^ Anign comodej:i((ar of Cotttfe Meetings No. 1 and No. k 

, Governor's lett^ 
^ ^' Locator cards, maJf-ln cards 



mlnlj^ ti^lns V • ^ t 

Writterii questionnaire for knowledge galji 

lllnest of fienlil^ rel|)ted dependencies 

Door*koocking In neighborhood 

Critique experleii^' . 
1. porhplete syslenp 

Assign crJsK inteiii^ntlon tralqln^ 



Governor's loiter 



Locator card 



, malMn (^^yds 



Training begins, <^ 

Volunte^p^moderator assists in volunjSer training 



Kperience 
te iystcn^ 



4 4 



Cytle begins again 

Doo^nocking in neighborli^od 

Critique experleac^ 
1 . Complete \ 

Assign: 

Extende<l crisis intervention training 
Expanded knowledge of alcoholism 

Governor's IpUer 

Locator card^. maiMn cards 



/ 
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SAMPLE 

To be idlpttd to agency requirements 



THE COTTAGE PROGRAM AWARENESS SHEE^T 

* • * ' 

Th» Cottage Program is a way for famllts to $olv« drinking probtem* llVlholrliomcs. In fact, It Is one of the few pro- - 
gf^s for the family ot the drinker In ihi United States today. At the *ame time, the Cottafce IVogram In^lves the en- 
Ure cofnmunlty'through oduo<l^lbn. prevention, and early Intervention. The program works ^cause it recoghl/es that 
aldohol abuse Isa socialiillness. It always Involves two or more people, n^ffver Just the drinker In Isolation. By affecting 
th0 eJ^vironment around the problem drinker, the problem Itself can b? affected. ^ .7 

Changing tlje environment iround the drinker means changing fttltudes and behavior In the famUy and the entire com- 
munity. The first step Is education because educatioivcreatM awareness, awareness creates change^ and change In atti- 
tudes and behavior leads to the prevention of ^dcohol abuse. Very simply. If we change our behavior, we change t>ie 
behavior of those around us! If thjp community changes Its behavior by recognising alcohol abuse as a social Illness, by 
learning the facts, rather than the myths about afcohol abuse, and by removing the crippling socUl stigma it atuches to 
alcoholism, then behavior of others will change. Peoffle with potential drinking problems will, therefore, be able to s^k 
andrecelveknp^v^geandhelp. It takes all of us to combat the social problem of alcohol abuse. ^ 

The Cottage Program has been operating In the Salt Lake area since Febfilry 1972 and plans to extend Into^er areas 
of the Sjjte. We welcome Interest In our progr^im ^nd invite you to visit or U^Dphone for moff Information. , 



J 



I 
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SAM|»LE 

. To bt adapMd to iftr^y rtqulreiTMftU '■ A 



COTTAGE PgOGR^M DOOR APPROACH ^ 

■ . ; < . ^ ■ c 

* * , ■ ■ . ' ' 

A. Majttr'Uis . • 

1. >Goverr\or's(ettor ' 

2, Locator card 

' l 

B. Attltudt • - ' . - 
• I. Warm, friendiy, smlllng^i , 

C Introduction i \ * ' % ^ ^ . ^ 

^ 'il am ^ * a volunteer frond your nelghborhood Cottag^ Center." 

2. "WeVe talkii% to ewyone In your nekhborhood atKMJt our program dealing \ylth education and prevention 
of alcoh<^ahuie.*' ^ 

3. "Here Is a letter from l*ie Qpverhor Introducing our program. " 

D, Allow time to read die letter * 

E. What are your feelings aboyt alcoholism? ' ' ^ * . ^ 

F. Would you Ml(e some free Information about our program and how It works? ^ ' 

G, Ciomplete locator card-front and back. ^.^^ 

V 



» 1 , 



SAMPLE 
To b« adaptf d to aforxy rtquiran^ina 



<:OTT AGE PROGRAM RECRUITING LETTER 

Qwr Resident: 

• • * 

Our eymiViunitWs faced wllh a very real and Immediate crlili. The lllneu of alcohollim U having a farreachlni efhct 
on AI4, of ui, Subityce abuie hai no respect to age, nationality, or tex; It can touch all walks of life. • 
One out of five Utahans is directly involved In alcohol abuse and four out of five people of thii SUte are Indirectly »f* 
. fected by our Nation's major health pfoblem.^The effecu of tMs problem are astronomical amj, ultimately i« bear Ihe 

cuits. ^ / ■ • ^ ^ N r 

Something CAN be don^about the eDidemk growth of alcohol abuse. As a responsible cltlMn-of thisxommunlty, YOU 
can help. An extlting alcohol abuM prevention pror*Wihas been developed which l^s enabled thousands of people to 
understand and significantly r^udPlthe problem of Mcohol abuse. This Is accomplished by workln* with people In their 
home? and neighborhoods. The Cottage Meeting Program is loc^t^n your area, and I urge your support to help defeat 
the tragic occurrence of ^bstance abuse. - ^ 

. I am asking that you |oln us fn learning how we can ^gln^io defeat this crippling pipblem ty giving a brief portion of 
your time to this much needed effect. - ] 

% . ' Sincerely, . * \ \ 

* - . * m 

Gipvernor of Utah ^ 

' ' ■ • \ 



/ 

f / 
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4 SAMPLE 

To b« adapted to agency requlr«mentt 



■(1r 



DELIVERY^F INFORMAtlON PACKAGE-PRE-COTT AGE MEETING 

^ . • . 



I. Telephone (example) "HeHo, Mrs. 



from ybur local Cott^ 



Center. Wc^re going to be Ip your neighborhood pn (give date )^ and we would like to drop off the Informatlbn chat 
you requeued at this tirhoi 

I * ■; r 

. 2. Packet deliveiiy (warm and friendly) "Hello^ Mrv. > , . , 1 am V {; X^ , a volunteer 

from your Cottage Center. Here \s the mtormatipn you have requested." Conversation Should thnn fpcui tbward per- 

7 . • . [ : . - . 

s^nalizmg the alcohi^ism problem t^i^this individual by using the examples below. (Usefhe words '\You feel'*) 
* / Re^nse Examples 

/\ M. "You feel concerned because alc©holism isa r,eal problcrrt>in our community." ' . 

. j ^' You teel upset because you haven't been able to help these people.'* 
c. '*You teel dist&lbed because you cannot help and you would like to." 
3. Setting up Cotta^eNl^ting^^'There is a great deal you can do and, in doi«g so, be of great service to your com^ 
rtiuntty." Sffi up Cottag<;,N1eeting ^t'tbis time: "Frbm the Interest you.have shown^ I am sure you would like getting 
together >^me of your relatives, friends, gr H^hbors for an educational C<>ttage Meeting either In your Kome or at the 



C6t|4K® Center here in your area. 
IMPORTANT: Set tentative date at this time. 



{ 
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SAMPLE ' r 

To be adapted to-agerlcy requirements 



COTTAGE MEETING I 



Tht materials that you will n©ed to uke wllhyou are: Locator Cardv PrequeUlonnairei, Myth and Fact.ShMts. illnew ^ 
9f Denial Handouti, A Merry^-Round Nai*ed Denial pamphlet, and Guide for the Family of the Aloohollc pamphlet 
Yheie materlali can all be found on the supply ihelve> ^ 
Always arrive at the home 5 mlnutei early introduce yourielf to the hostewi and addreii each member of 
the group indlvWually. ^ ' 

^ Begin the meeting t>y tetting the clima^ In the group. Create'an open, warm, and friendly atmosphere. DUtrlbute the 
locator card* and explain that they will recelv* a l year, prepaid subialptlon to the UUh Alcohollun Fou>i- . 
dation Newsletter. ^ 

Pau out the pr«|uestlonnalre, explaining that It^ primary purpose Is b determine the group's attliudes/egarding alco- 
hoi abuse and to help u^lrnprove our pro^fam by letting us know the Ittit^des tbat we are most in need of changing to 
begin tdtelur the deteriorating Tamily cycle. * « * 

Distribute the myth and fact sheet. Briefly present the concept of the myriad myths which surround alcohol abuse and 
the role qf perpetuating the problem that these myths play .Explain that the myths on the sheet.are some of the ^ost 
*common anV most serlou* that serve to reinforce the protflenn. Parallel the Information on this sheet to the 
Aprequestldnnair^. ^ 
Pail out the Illness of denial handout and go through It thoroughly. Encourage minlmJ'dlscuislon, but mainuin the fo^ 
cus on denial. . > 

Distribute the two pamphlets and ask them to read them before the next meeting. Associate the material you have pre- 
viously gone through to these pamphlets, explaining that much of what you have been talking about is very well ex» 
plained and will be made more clear by reading them, * » - ' 

Set the next meeting and leave. Thank everyone for allowing you to meet them. Be gracious and courteous always. 




? 
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SAMPLE , 

T6 be adapted to jifency requirements 



COTTAGE MEETING II 



tWrnaterUls lh^;you will nwd to take with yoM are: The Postquestlonnalre and the Related Dependencies handout. 
Arrive at the hp#e 5 minutes early and gr««t the hostess, Addrdss each member of the group individually. Set the cli- 
mate and ^uf§^t of the experiences roup nf>embers may have had regarding the drinking member since the last 
meetfng. ■ jht / ' 

Distribute tllffiandout ar^d go-l»uQUgh It thoroughly. Relate much of the material to the Merry-Go-Rourid pamphlet 
that was disilbuted it the last meeting, eK||laining that the roles in the circle are very virell explained In the pamphlet, 
ReferquoiAhs, where possible, to the pait^lets. encouraging rereading of them, 

Dlstrlbut/jhd administer Postquestlonnalre, Explain that it is the sarr^e questionnaire as the one given at the first 
meetlng llld will bemused to ^termlne the degree of attitude change that has uken place within the group rega|^ 
aleohottt|e and abuse, ' , .V 

This Isjfe end of the second meeting. Explain that the Cottage Program consists of two%pecific meetings, but they are 
welo^wi individually or as a group, to participate In the series again. Also, referral may be appropriate at this time, but 
consijpr it N^fef^ before initiating. * 
Tharfi^ them all for their time anJ invite them to the Cottage, 



v.* 
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SAN^PLt ^ 

To be ada^ed to agerKy requirements 

13 



STAFF R,E^CTtbNS TO VOLUNTEER PROGRAM 



Thli qu<ttionnal(| li rj^t just to make more paperwork for you. Ii's because we wani your frank Ideas on ihe impK 

mentof our volunteer program. 

' * / ' * 

1 . Mow long have you had any lort of contact with the volunteer program? 



2. How muchJime during an ave/ age week are you In any sort of coniaci with volunteers? 

I - J 

How do you tee your main role in relation to voluntcers?^jnect supervisor; ihcy work with records I also work 
with; ihe/help with routine around the ofHcc, etc.) Please specify. 



4. Could the agency use more volunteers now^ Fewer volunteers? About the same number? 



5. Tiow could volunteers do their present jobs better? 



4' 

6. What jobs, If any, could volunteers usefully pcrfprm that they don't now? 



7, Could any jo<^ volunteers now perform probably be done better or more efficiently using paid suff? 
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8. Whit Mft lomo of th0 thingi you im «f pvticUUrly helpful In the volunMr pror«m? 



9: What are iom« of the things tha) could be improved? 



10. Any other comments you^d cure to make would be most #»lcQme. 



c 



• 9 

^ 




/ 



^ ' , '.^SAMPLE • ' " • , * 

' . . . * 

STArr EVALUATION fOftM*^ ' 

p 

1 How do volunt^r pro.r«r, ob|.c.lve, fl, wr.h your perception of the «.ncV» p,or.m go,U? 



2., To what extent haye these objeJl|«^n jchievedr 



3. Wh.i <^ Vou U« the^^trohgej, o/the volunteer progrim?^ * 



,,4. What doj^ou «e « the area moit in need of ch,ng. i^th'. volunteer aro« 



,6. '"••'^'•Ujrf..»vo.,V«,l<»,,u,'i«..o,„„,.„,>,,„„ . 



' 7. flow \i«puM yoM dtwHlM iht ellt ntt* rtaplkms to lh« vohint^w pro|r«m? 



S.'Vfftat addtiional comnwnts would you care to mik^J 



Unit 




107 



ERIC 



SAMPLE ^ 

To be adaptM^fb Wncy requirementi ' 

9 4 f . y 



VOLUNTEER REACTIONS TO VOLUNTEER PROGRAM'' 



We need your help «galn -your ideas to help us improve our\olunte«nprogram, 
1 How long have you been in the volunteer program ? . ' 



2. Ploaso describe briefly your volunteer job(5). 



3. Where does your volunteer time go In an average month? 

— . hours with client, or otherwise on the job 

^ hour* consulting with regular staff 

— — hours In various volunteer meetings 

^ hours filling mjt reports, paperwork (oot part of |ob itself) 

4. What are the main reasons you joined up as a volunteer? 



5. What arc some of tUe main satisfactions you're getting from your volunteer work npMtf 
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6. * Whift vt iom« of th« mulnl^itratlony 



•7. . What jlo you m« «i lome of thp good things ♦bout the whole volumwr program-now? 
8. WHit do you w as some of the things that could be Improved?^ . % 




* 9. Please describe; any suggestions you may have on useful new jobs volunteers might fill in thli progranl , 



10. Any other comments you'd care to make would be most welcome. 




SAMPLE 

To be adapted to agency requirements 



VOLUNTEER ^VALUATION FORM 



Please Sign and Return 

1. Wrtit bblcsuallflcatlons do you feel are neceiwry for i^volunteor In'your partlcylappUc«m«nt? * 



^Whatklhds of things do you do best? . ^ 



3. In which areas do you feel you need more >kill and/ur khowledge? 

4. What changes Jn your attitudes or performance have taken p(ace as you gain experience as a volunte^ 



5. What could the agency offer that would help you to learn to perform your |ob more effectively? (topics for work- 
s^ips, discussion groups, individual learning). 



6. Mow many clients have you worked with duriug the past year? 



Approximately how much time was spent with each client?^ 



Approximately how long was an average meeting with last client? J_ 



7. How would you qualify these relationships for the client ? (Successful, unsuccessful, in terms hi client needs 
and program goals.) 
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%, How.wyild yiNl^qualify theM relationships (succesiful, untuccestfut) for youriolf? (In terms of ycNjr individual and 
.program goali) * * . 

9. What would ydu suv^^t in the way of changei, additions, or d^lons in thi^valuati<)n procedure? 




Date 



& 



Nam© . ^"^""^X 



* 



i 



V 



I 





To b« adapted to agency requirements 



VOLUNTEER SELF ^EVALUATION FORM 



17^ 



ConfldentUI 

I 



PRCKiKAM 



I Ah d volufitccr . did yoS enj 



onjoV your «4ignnf<cnt? Ye*,^ Orncrilly 



vV AI,H)ut how long did your lisignmcrjl Uji? , 



y Old the progrjim demand i rrasonable or unrcasonat^Jlo arr^ount ot your (Imo^ 

^ — il — ^— v^..„. 



f\ Ahoul how much lioic per week did you spend? . 
S. Did v(Hj have good conimunkation with: 



»Unli supervisor 
, Coordlnilor 
Clients . 



' Yes , <Senerally 

Yes Generally 

Yes Generally 

, Yc's Generally 



No 
No 
No 
No 



6. i| you needed assistance, was it given promptly? 

Vi s Generally No Anything specific? . 



V. * I >(> you think the prh(5:ani was too rigid? Yes Generally , No 

too r66sc? Yes. Generally _ No 



(Mease explain: 




^ Dill you hcnefit from the monthly meetings? 



y suggestions^ 



if:> 
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, 9. What WM of molt ♦tiui id you? , , ;^ ; . i 

^j^|||^«m • ^ \ When? ' 

* • » \ 

11. Do y OM h«v« any frltnclt you would rocommend ai voluntteri? ^ 




\ 



J 



1 



SIina|ure * 

Data \ 




r 
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CLIENT nfeAcTIONS'* 



^ * 

4 

We would llk« yoyi to givt us your Ideas qn how thf yolunt<»«r pror«m an be madt iJt tier fo^ ail 6f.u». Thanks 
We appreciate your help. 

• : * ^ 

1 . W||at are some of the thin|S volunteers do that youT|nd helpful? 



2. What are some of the things volunteers do that you don't flod hetpfiil or yvould'rather tbey didn't do? 



3. Are tTiere ahy additional things you would like to see volunteers doin^ 



4. Oi> you feel there are any w^ys you could helQ volunteers in their work? 



5. Is there any.thingelse you'd like to say at>out the volunteer program? 
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To b* adapted to agancy raqulremantt 



RT VOLUNTEER PROGRAM 



•ADMINISTRATIVE CHECKLIST^ 



19 



ScoiMard \ * 

Warn to M how you*r« doln|? Bflow are K>me rejireienutive qutstlon« to help you Uke the temperature 
of your proiram. Of courie, not all queitloni are equally relevar^t4o all courti, arnl you might even want 
to make up lome of your own tcoreboarjd quettloni. ^ 

Place two checks on each line If you're $mt \Vi true for you v • ^ ... . , 

Place one check on each line If youVe uncertafn or It'i only partly true . ^ ; . 

Leave the line blank If It** not true for your prtjgram , 

1 , Speht at leait 3 months planning our program, before It f ifarted, carefully consulting all relevant 
\ ^ people * . . . 

2, During this lime, welopked Into at lel^t t^ree national publications on sub|ec( 

3, We have written volunteer |ob desalptlons, at least two paragraphs long 

4* Deliberately go out after Ihe kind of people who can fill our volunteer |ob$ , 

- S. At least half of x^Ur Volunteers are personally and consistently involved working directly with , ^ 
probaltoners - .' , ' ^ . _^ 

6, Definite plans or efforts to Involve niw types of people as volunteers: minority, ytHinger, older, 
poor, etc , ' 

7, Before accepting volunteer^, we use and study a volunteer background registration form 

^ 8. f ach volunteer Is in^rvlewed at least once before accepunce 

9. Each volunteer Is interviewed at least twlceh y different people 

lOr At least half of the clients we think cpuldl^eflt from volunteers have tholihi «^ 

11 . Require at least 5 iVirs' volunteer orientation before iisignment .... % 

12. Mge and/qr regularjoff are closely Involved In volunteer orlenUtion ^ 

1 3. We have Inf^lN^ tralnln| meetings montfily orToorc often 

14/ FilnUi tapes, slicA^owslind/or role plaVs used for at least 25% of the total training time . . . 

1 5. E)^h new volunteeKcg^lves and keeps a written orienUtion manual *. 

16. Systematic effort to orient staff to working with volunteers ^ 

17. We have at least two main alternative work roles for .volunteers - . — 

18. We deliberately seek maximum compatibility of volunteer and probationer by asklngahiki^ 
assessing both volunteer and probationer 

19. In addition to Intuition, we employ^speciflc compatibilily criteria such as home location, 

Interests, sex, age, etcy-. .'. 

20. Volunteers sign or explicitly assent to a work'contract of specific time commitment ovf!i\ 
maximum perk>d of at least 8 months . . ^ 

21 . During past year, we have been fprceJ to terminate at least one volunteer , . , : 

^^2. We have a regular position of voluriteer coordinator or director 

* 23. He or she feels he has enough time to do the job adequately ^ 

24, Volunteer coordinator is suitably paid ^ . . 



\ 




irence>^alK> 



Our volunteer coordinator has attended at IcaU 3 days of training institute c<)nferenc5>^also 
has read at least .1 50 pages In this specific area, in the past year 

26. Our volunteer coordinator has his office near other staff and is reguiaily Invited f^T^ 
meetings . . " : 

27. ' Not more than 40 volunteers for each direct supervisor of volunteers 

28. Each volun|eer>|^as.an I.D^card or lapilpin or other suitable Identification 

29. Certification and/(}r volunteer recognition meeting at least once a year 




30. Regular or supervisory st^ff are also recogqi/ed f^their.leadershlp ro|^ln volunteer programs 

31. Vofunteers have a desk or other designated pyce tJkoost at court , 

13: 



33. Provisioh for good, experienced volunteers to move up in responsibility and sUtus a% volun ^ 

teers, e'.g., heail volunteer, volunteer advisory board 

3^. At least one of our exvolunteers Is n^w on regular paid staff 

Of volunteer^ who complete training, at least two^thirds are with sis at the end of a year (or 

(heir assigned hitch) 

35. At least a third of our new volunteers are brought in by present volunteers 

}6. Within 5 minutes, we can tell you (a) exactly how rpany volunteers we have, and alio (b) for 
ahy Individual volunteer, current address, job, and assigned probationer, if any 

37. Vohinteers ake requlrecfto n^ort at least once a month by phone or by report form, and we 

enforc^thU .V » • • • 

38. At teast^twlce a year we systematically ask regular suff what they think of volunteer programs 

39. Ditto, both voluTiteers and probatione/s, what they think 

40. Generally, volunteers are actively invcjived (e.g„ advisory board) in decisions regarding their 
pwn volunteer program 

41 . We have a regular statlstlc4^vatuative component supervised by a pro^ssional in the area 

42. We prepare a regular, carefully considered budget for the volunteer program 

43. We keep good account books and formal r^ords on the program 

At least one^^f of our volunteer program funding is from local sources 

45. At least one-half funding is incorporated ir>^cgular State or local probation parole budget . . 

46. We have a newsletter for our .volunteers, monthly or bimonthly 

47. Main (or only) local newspaper has at least three favorable articles or editorials on volunteer 
program, each year ^ 

48. At least one of those is not deliberately rcquestctl by us 

4^. Regular staff invited to talk on program at least 10 times a year 

50. Both police and welfare agency have expressed approval of our vv>kjntcer prograrp ^. . 



SCORINC, YOURSLLI : )US1 COUNl Tfft CHtCKS 



Total Volunteur Program Score 



Roughly: ^ 
0:25, you have a long way tik%o, as you probably know 
25 50, yog still have a way to go 
SO 75, about average, maybe a little ^abovc 
75100, good tor you, but keep the excelsior spirit! 

/ 

Notei: Naturally, newer programs don't have as much chance for hfgh scores; it Ukcs several years to reach 
anywhere near your full potential, so why not score yourself again in 6 months or a year to assess 
progress? 
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$O^R^i^f?OR sample DCKUMENTS 



Simple diKumcAli ha\« been ui«d with the pcrmUijun of the following wurcei 

' f . 

1. MonyiQmcrv County Monial-Hcalih Al$oclatlon, lnc„ 10920 Connectltut Avenue. Kensington, M(i. iO;<)s. I m>mi 
I ^ material deve^ped tor uie In their volunteer tervke program.. 

2. Baihant. Suian K., VolunMr htyqram Dtv^hpmen( Manual. Denver : Stale of Colorado ludlelal Dcpanmrni 
Volunteer Serv'Ices Coordination ^m^ct, 1973. AppJrWlx B. L ' 

3. Montgomery County Mental HearthAswilatlon,4nc., 1092ft Connecticut A^nue, Kentlngton, Md 207^^0 I lom 
material developed tor um In their volunteer service {frogram. ' 

4. Bashant. Susan K., op. c/r., pp. s and 6. 

5. Anoka State Hospital. Anoka, Minn. Handbook developed for uie In their volunteer wrvliyvogram. * ' 

6. Montgomery County Mental Health Association, Inc., 10920 Connecticut Avenue, KenilnfcrMd. ^07<)S. I loni 
^ material developed for i^se In their volunteer service program. 

7. //)/</. ' 

8. ibid. - ^ ^ 

9. •/^W. / ' ^ 

>0; National Ccntcf for Voluntary Action. //Wp/wyfAe Voluntt^r L( Sfpntd : The Role of the Volunteet%uJi' 
Washington. D.C.: National Center for Voluntiyv Action. September 1972. Material adapted from l^ia^ici d. 

11. Scheler, Ivan H.. and )udlth take Berry. Serving Youth As Volunteers. Boulder. Colo.: National Intorniaiion * 
Center on Volunteerlsm. Inc. 1972. 

12. Coitage Program literature used with permission of Bernle Boswell and Sandy Wriglrt; 736 S I ifth Street S Ui 
Lake City, Utah 841 16, 

13. Montgomery Ctumty Mental Health Association, Inc.. 10920 Connecticut Avenue, Kcnsinnion. Mil, 2()7^S 

14. ibid. — * i 

15. ibid 

16. ibid. ' 

17. ibid . 

18. Ibid " 

19. Court VblurUeer Program. National Intormallon Center of Volunteers in Courts, P.O Box 21 SO Boulder C\)lo 
80302. ^ • 
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Sample Documents^' 
Related to 
Section, IV: " 
Implemehtdtlon Ptiase 



"7^ 
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SAMPLE 
To b« adapted to agency requirements 

■ V 
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STAFF SUPERVISION TRAINING DESIGN 



The fqflowlng ii an 0Kample of \ training desigh for Maff supervision of volunteers. 
Needs Assetsmeni 

Paid staff have been of vital Importance to t^ie operation of client services^ but tllrough the years, experience has ^ 
shown that paid staff often lacic the specialized Ualntng to deal yvith (a) resources and referrals^ (b) In^offlce resources 
(conference call, p^fessional baclcuf), manuals, files, and so on), (c) Identifiable techniques in worlcing.wlth volurv 
tej^rs, (d) volunteers in crisis (Interventlon/confrooution), (e) leadership versus directorship, (f) providing constructive 
positive and negative feedbacic, and (g) how to mandate* personal anger and pressure. 

The above areas of need Involve sic 11 1 and Icnowl^dge training Interventions^ Therefore, the following Is designed ^to 
meet the abpve concerns with appropriate trainfT\g sessions. 

Training Objectrves 

By^thecompletionof training, participants will be able to: 

a. List personal styles In managing volunteers as to their effectiveness or lacIc thereof. 

b. State at leftst six reasons for persons volunteering for client service. 

c. Identify motivational needs of volunteers. < 

d. [)etermlne and Intervene in the mishandling of a call by another phone aide, 
c. State the purpose for such ap Intervention (personal and program). » 

f. List responsibilities while on duty ai paid suff. 

g. Effectively utlMze techniques compatible with personal style In providing (and accepting) feedbacic to ^ 
volunteers. ' . 

h. State the times when personal expression of anger, tension, and/or pressure would be useful to self 
and volunteers. - , 

I. List rationale for i>Bcognlzlng staff feelings in dealing with Volunteers. 

Trainee Population Characteristics ^ • ^ 

Male and female, predominantly white, group of 12-20, all paid part*tlme» previous training and various experiences, 
been involved with program 6 months to 4 years, resistant tp training, dffferent rates of learning, learn best by expert 
ence» hcftlle to power, Icnow ^ach other, sensitive and fairly open. ^ 

Materials and IVIethoclology 

Newsprint (3 pads), felt pens» films, videotapes, audiotapes, projectors, monitors, tape decks, trainers, printed 
manuals, consultants, screfns, facility, transportation to outside resources, minllecture, small group discussion^ ' 
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SAMPLE % 



To be adaptMl to agency requiremenit 



TRAINING DESIGf^CQNTENT AGENDA 



Smj^l group discussk)n: 

Definition of pild staff 

DiDfinltion of volunteer 

Staff Ittltudf I toward volunteer 

Volunteer attitudes toward st^ff 
MlnUecturenPiaracterlstics of voluhteers 
Small group: 

Imerventlons, personal style 

Confrontation and cougsellng 

Techniques for dealing with office problems 



Session II 



Utlllaratlon of sorvkes" analysis 
Sliii vlslu f 

Site vi^it teams* reports on service 



Session III 



Minilccture -Detachment with care message \ 
^ Resources and referrals in the metropolitan area \ 
^ Staff frustrations- sharing exercise \ 



.1% 



Session IV 



Evakfetion 



